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^ ' . FOREWORD 



I he purpi^sc o( this guide is t^) provide rcad\ access io information coiKerning work education. It is 
designed io be used in the public schools m Manitoba ♦ 

leathers and Ci^ordinators will tind information on i>bjecti\es, methods of organi/.tnu, managing, and 
e\ aluating utirk education * , " ' ^ 

. \dmimsirati)rs uil! find the doamient useful m helping them ti^ understand the purpose ol work 
education in the LiMiiext of their s)stlMii and t^ plan wAs of making it functional. ' ' 

Ihe materials in this guide have been dc\cli)ped b\ nian\ indi\iduals and \ve acknowledge oUr in- 
debtedness to all ilu>SL^\ho see some of their ideas presented here , 

It i'Ur h.>p.' that 'ihis guide will make. a u)htributK)n io the further dc\eli)[^fnent oi worH education, 
partiuilar!) in Miinitoba's piauical arts and v^tcational eduLatum programs. Members oi the profession' 
are invited to offer suggestunis for the improvement of this guide, ^ 

if Joe Reinicr. 

Coordinator - Cooperative j 
^ I Work Education 
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' ^ ^ PH»LOSOPHY ^ - 

Ihcrc IS c\cr\^ mJication that during the 7()\. work cduLatiop will be one of the major innovations 
in Hhi>nrs and ei*)lleges \Vu v^nds toward relevant experienees for students, emphasis on direel mvolvc- 
meni in the eommunitv and Jhe demand lor speeiali/ed trainnV| pr^xipitate the need for a eombnmtion 
o\ oivuinipus studv and oiiyeampus trainini! Thcye ar6 abundant opportunities for expaiiMim of this 
eurrkulum concept in the secondary and p<Kt-sev:on».Lir) sehools of Miinitoba. . ' ' ' 

\Uxh student must reroam/e th.M he is a vW>rthwhile individual with his own i^hysieal. emotional.. 
siKial and. iiHellectiial strengths and weaknesses who has the jiglit and the; dutv to prepare himself 
for a c.Mitnbuiing role in societv I he sch^fol should- help to prepare the student forahis/ole in society 

assistuv: erHi>iiraging and guiding him to explore those vocations^nd /ivoeations-which are consistent 
with his nuliMduaiilv , ' ' . 

\lso e.Kh student must reci^iHU/e th/necessit\ ol niaking.choices to achieve in a^^anmng democratic 
<ocic!\ .in4 i)t adapting to*thc demands ol mobilitv and ^cchnolog\ The schoOKind "the community 
vhcniid accif I the responsib)lit> of pr^.v iding'the strident with the expVriemes and the training necessarv- 
, eope \\!tlMhe emerging trends* III soeietv. , . . ' 

KDl CA l ION FOR KMPI.OVMKNT ^ 

- in ii 

( nAN(;iNc; \v(5ri.i) OK WORK 

I he ( 'orc>( (Miimittee R-epi^rt lndIcate^thal the. school and the'coniniunitv have a nfajor resnonsibilitv 
to assist the .students m-jiia kuig t he transition between sdiooi and work * ' ' ' 

K\ pef fcnee On Islcltrtirtr^'hcjol ^ 

• \^nuinr fi'sporisiJ>thi\ yi tiw Si^io^l w^i^ni is tii h^lfK-vmin^^ fhoplc i.opc with the \vorUl around them: 
.^/ji//^. »liifl\ ihnnii^h ihcproMsion of usshhifhi'^^rrf^ siudtnis to enter ^ome u\elul area o/ employment 
(^fi^^rthhiiiiif'tJ Of iijUi^Kin^:, further ediualjoni^d If aininyni a post -\eiondar\ institution 
II hate\er (he world of the jutim is hke. for the n\aiorit\ oi jU'ople work of someknid wdl he neiessary 
'^hi indi\idihi!\ psxxhnh>':iK4iL wMf hem^^ and sefyse^ol uUnt!t\. it is, impefmke that students ))e 
'^nen the opporiunitx iir hei owe awdre^if their potential, and the opportunity's availahhs^to thejn m 
. the ss'ntid r-/ work Huis^jt is tht responsihdit\ of ,tjje" si hool to provide the neceysary information, 
^lilf Vij^fmeni and i ./n er i^n^fUation t ounselhn\i ^that njll enar)li\fudenks )a tdvuhanize themselves 
with the uVt(T oppojtunities ti^Miilahle to them and 'io plan theirVduCafional proi^ram aaordiny^ly 
af^\afhnis surges of \ifu>i>lino ] his kind o/ emphasis should m^Lfone eanil thones on Students, nor 
IS If dtsii:ned m direit the \ imnsvllim^^ prtuess 'into a stn^e ihtffmel. it^ is e\Kl'ntial hoWever. for the 
nuij^^fits of students s,> ihatjhe\ ^an see sii^niftlame and purpose m their \tudivs.Uiml m /he sehdoL 
as a mi tins of helpini^ tlum to at hie\e their ifoals and provide thein with neeessary work skids 

sj'oii sludenis nlh> are impatient^ to lea\e ^lool and enter employment, work edueation or work 
^fud\ uhile m si hool constitute an'mfportani me!tns oj makm^^ the transition between sehool and W'drk,r. 
Hf'/A idihaium ma\ take on \arious forms, for examph^. as part of a spedaliz^i. program such as 
the present OiiUpaiumal fjuran^e Coursti or as a iO-operati\e work venture direetly liijiked either to 
V»t.t Uh hu.smtss or industrial i ourses ofjtred m the st hooi The essenhal t horopter ofd/hvork education, 
/ff'iw'wr./s the reioi^nitii)n of the learning htnt fits, to he tierived h) the student from a planned schedule 
f^ritu'^ht.iihout h\ Jhe to operation of husimss, inditstry .\ind \^o\ernment with the sihool to provide an 
ahtrnatne leamiit): en\iri>nmuit for the student m dn^aitual work situation. Planned work ec^ation 
shindd\ontinuc^to he an important part of thi idiuational studies undertaken by some high%chool 
fiidtni:. for whhh the\ will rmiii i.rijit In adilifion, throui^/i the proposed pattern of student-imtiated 
u'^irsis, ojH^Cr^ students ^shtmld he able to ini{ud\jonie work ediuation m their high sehool studies. ' 
l[hiU ixpanshm of thi wark\\pirUnie proi^ram oh an\ yale ma} he a difficult undertaking, the Core 
C>inmtttei helie\is th^t t\er\ effort^ should hv made, lo look for additional ways and means that wdl 
i nabli a lan:er numbir of students to takedduintagl' of this kind of experience. Clearly, some students 
\tand to benefit from work edmation more than others, and th^',se .should receive preference in the^ 
planning and 'organization <)f programs - - 

/he nature of the sduxd program w huh 1/ offered mn itself serve as an important bridge to link 
. Silu'ol life, anli work Courses should be a\ailable that u'latc to yarious\ asjm ts of work yond life 
10 ieihnol,>g\, nrbantzalion. eLoh)g\. and fain) lyhfe ikliuation to name hit a few. \ind the student-mi- 
tiated { redits disi ussed earlier tire another means in w hich the linking may be aaompjished. 

In alff^f these aitiMltes. the fuller utihzatii^ff resources aWhlable injhe\ommunity )s essential^ 
and XI I lose liaison between school and commwuty mahdatory^ 
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DBFlNmONSOF TKRMS RKKA I INC TO WORK EDUCATION 
The follD^ing dcliflflujns help ti) LLinl) the mcanthg of the terms used in this guide. 
Work liducatton ' . 

Worl? edikalion includes >vork expenenLe. im-the-ji>b training and ciK>perative \Vi)rk education (or 
students who. thri»ugh a ciK^perative arrangement between the sdK)o\ and the enipls))er. receive instruction 
in the required courses rn sthi»ol and further ji>b instruction at the training station The two experiences 
* mu>t bv planned and supervised b) the schiU)! and the eniplo>er j>^i that each contributes' to the Mudent\ 
education and eniplovabilitv Work educatu)n requires an^lgreenlent involving fhe .student, the parents. 
thc»i»cliix)l and the employer " * . « " 

^•Vyork Kxpcrience [ - . 

Wi^rk experience is work uuilertaken m ih? ci»niniunitv bv a st4ident while attending schiK»l iC>x the 
pilrpose of |ni»viding practical experiences of a general nature in the vvork-a-dav vvijrid. It is an e.xploratorv 
experience, designed to provide studenl.s\vith"a kni)wlei?iie of dilVerent jobs'and therr demands \\i»rk 
experience is superyi.sed bv the school and the eiiiplover. ^ 
Oi^ Flie-Job Traminj» • . ,3 ^ ' 

()n-ihe-ji>b. irainmg'is training undertaken in the ci)niniunitv bv a student wliile attending schiK>l 
It IS deVigncd to pnnide planned m-depth training in business or industrv m a chi»s(?n area i)l Wi>rk 
anj' supplemented In iearnmg experiences Vi schi»i)i On-the-job training is supeAised bv the ^hoo\ 
aiKl the enipU)ver • . . > ^ ' ' 

Cooperative Work Kdut atioli - ' • . .. 

CoopcratiNC wt^rk education as designed Ur develop the itccupational vA>mpetencv i»f a student enri>lled 
in a vocational prt)gram. It is deveU)ped ji>intlv bv the scIukiI and business i>r industrv and priUides 
an oTgani/ed sequence i>l jiib experiences m part-time wurk and related classroi>m mstructuui. Cli»operative 
work edXication is sufx-rvrsed bv a teacher-ciH)rdmati)r or ciK)rdiiv<Ui)r and the emplover. . 
I rainitu; Ptan ^ , " ' " ^ *^ • 

Iha icainilig plan is a vvrfllcn oUthne indicating what isAo bv learned bv the student at the trajnini: 
station and what is to be taught in the classriKtm Ilje plan is derived from a realistiL analvsis o\ the 
i>ccupatunial objectives of-thc^ student and ot the tasis* duties and respi^nsibilities o\' the uib (sec pa^'cs 

[raining Station * * 

riie training station islhe location where the strident recgv;^ supervised learning experiences relateij, 
to ilie sludenl's circ-er development through Wi)rk cdutati?vn 
llraitiing^tponsor ^ ' » ^ • 

fhe framing sponsiu. is the individual who is dircctlv responsible U)r the superyisiofi oi the student's 
k-arntng activities at the -training statnon The training :>ponsor mav be the Aiwner Dr the manager ol 
a business. ()r an emplovee appointed bv^management * " . ' 

Teacher-Coordinator r » . a- ^ • 

I lie teacher-coordinator is a teacher emplo)ed bv the school board who has the responsiblit) o! 
coordinating and supervising work , education for the scIuhjI and of teaching related .subject matter Jo 
the work education students * " . . 

Coordinator - . 1, ^ ' / 

The coordinaiur is a teacher Vmplo\ed»b\ the sLhool boa'^d to direct, coordinate and supervise work 
education • ' ' . . 

\ 

Coordination 

Coordmation is the process of integrating into a harmonious relationship (he inNtructional. administrative 
and organizational activities of work edlivatk)n and of directing them tow.ird.a common purpose, 

'GENERAL OBJKCTIVKS FOR WORK KDJIICATION 
I lo create on the fiart of the student a positive attitude toward hii'tiself. others, .school and work bv 
providing a meaningful and" relevant learning cnvrronmcnt - ' 
^2, To provide the student with an oppi)rtunitv to explore ^lilVerent work roles Most students are not 
knowledgeable about the world of Wi)rk Ihus. one objective of Wi)rk eilucatio^i i.s to bridge the ayp 
between sch()ol and work ^ 

X provide practical experiences m a Wi)rk setting that enable the\tBdeiit to ./cquire the knowledge." 
.vskills and attitudes for emplovment.* , , j « 



^ . SPFXIFjpOBJECriVES FOR WORK -EXPERIENCE 

1 To provide" ihc opportunitv loroccupational exploration b) utili/jng the resouacs of the eommupity. 

2 Ii> increase the student's awareness'of tho job opportunities m the eommunit) and to.help him/her 
uain insight into tlie aptitutes antl skills requirpd for various occupations. ' * . 

\o prmn^a \ariet\ of ocuipational experiences so that the .student will have more opportunities 
to.discover and expk>re his/her intq;ests and aptitudes. * * 

SPK(*IFI<^OBJECTIVESFbRON THt>^^ , , 

1 I.> enjhic thc.suident to aLijuirc attitudes and skills so that he/she can enter an occupation upon 
^ IcMVinii high sauH>l.con(idctit in his her abilitv to attain economic securjtv and job satisfaction. 

2 In tacilrtale the transition hctween s^^hooJ and cniplo)nVent b) enabling tjtie studeilt to- continue 
school and at the same time receive super\isecLtrainiirg*in a real w'ork situation: 

^ \o enable the strtilvnt to enter the \\Ms^\ ol work with.an increased meavure oV competence.. 



^ , .SPF( IFK OIUFX riVFS FOR C OOPKRA HVF WORK KDtCATION 

1 \o proMtle U>x the \ocaltonal stu^-nt training expetiences in the comnumitv which are directjv related 
to his luy^N Oca lion ill course ^ ' 

2 lo cfuiblc the stuilcnl tn .Vvjuirc attitudes .md skilN so that he/ she cai> enter an ocaiijation upon 
le.iMng high school conlidch< in his her abTlit\ to attain economic seciiril\ and job satisfaction.* 

' In t.uililaU till transition hciw^^n s^ho.ol and cmplo\ment,h\ enabling the student U> contiryic schiH>l 

.uid at the same time receive supervisfj training in a real work snuation. 
\ In en.ible the sliulept to enter the world ol work with an increased nnjasure of competence. 

^ |« ' priAklc ihe siiaieiil witH ^ntrcaic^^i opportunities to enter an occupation related ti> his/ her \iKational 
. course 

^ In\-iiable .i student to p'ursu Apecuh/ed ^tud\ in an area related to- his her vocational course. 

* \ • 

AI)V.V^; I A(;F^ OF WORK KIHK'A^I^^^^ 

1 Wnrk cduv^iiinn pjimdes relevant \urriculum and instruction lor the student with a voLaiiorial goal 
iHuuisc ii jn designed !o respond lo the student's needs cwd occupational j-ei|uirerucnts 

2 Wojji education enables Ifie student to relale eduuition dircctlv to his/ her career interests. 

\\oA education enablcV ihc student to bndiie the i:ap between school and work with reasonable 
• . .. . . K ^ \ , > 

I Work educ.ttii>n helps the student to niake a realistic vocational choice while still in school 

Work education provides training in* occupations where there is limited need for. formal trammii 
programs ♦ ^ 

Work educ^iiuni provides training in occupationvwhere the need for specialised tools and processes 
wouUI make it diHicull or impossiHIe to oiler Instruction withrii the )chobl. t 
Work educ.iiion alUiws .i gradual transition from SLhoofk) work uflcler the skillKl guidance of a 
;v i^her coi^Vdiiiali^r or oundmator and gi\cs tbcv>tudent tune tocomprehend the reLltionship between* 
education and vv(»rk i v \ * • 

^ S W ork education perm/t'* direct contacK with business and industry. ' 

\Vork«educali*)n provides ihe studvnt with tlie opportunitv to u^e and appK skills and knowlc*<&e 
ni a vvork situation ' ' ' ' • 

M\ Work education prtuides Vi)cational preparation including manipulative skills and technical knowK 

I f*^ Work education is scnsitue to industrial vhanges because , of the continual feedback tfom students. 
tcacher-cA>ordinaii>rs. coordinators; training sponsors and' employers 

.12 W»>rk education prepares ijie student with a wide range of abilities for a broad spectrum iY'^hJLu pat ions. 
I > \\ i»rk education lorestalN the training ol more students than can be.emploved Vullrtinie. 
14 \\i^rk education improves school comnuinitv relations because of its dependence on the community.* 
I"^ "Work education ♦jlknvxthc teacher supplement his teaching with practices and'developmcnts from • 
business and industrv. ^ • " ' 

t^ Work eduwitinn provide% the student with the opportunity^ of enriching ctuirse contentJhrelugh his/her 



unujiiv c^pcTiona*s in InisKicss and indiislrv. * ' . ' " 

Work cducHiotrTTlkKcs die losi of cdikatioaMn iisin^ the cxpcrtuc and equipment available al 
(he \arjoiis ir.untn^ sUilions uilhin the a>ninuintl\. . - ' . 

Work ediKalion prn\i4es a niean<. uf invoKinLi the home, the school and the world o\ \vonK-on behalt 

i>r the student f , ' f' 

In additii>n. there arAspCLifk* advantages for^the student, the emplover. the sCjiool.'anJ theCiMiununits 

Ad\antaj»esjQir the Smdont: *^ . - 

a f ncou raizes the stULh^5^Ui remain in the com m unit) and become a ||)artkipatm^Liti4^en. 

b QlVers training for the student in his/ her eliosen occupation "..^ 

e Makes p(>ssible an easier transition from seluH>l t() work 

d I.stablishes delinrte work h'abits and attitudes 

e Motiva'les interest in (>ther school sub|eets 

Advantages foFwtho Fii^hnv^^ ' « # 

.» "Cj^iiplinnjnts the enipKnef in that his busihess is considered .1 desirable-place to establish a training 

b Priw ides a better trained em plovee 

c Assists in seleetins: personnel ^ ^ r ' 

d (lives the emplover the opportunKv to take, an active part in the school proiiram. ^ 

e I rains pt>teniial lull-tihie empl^nees in his own plant 

I I Jiables the emplover to receive a more direct return Ironi his school ta\ dollar 
Ad\a[ila}>es for the Sehool; ^ * 

a Bnudens the C'urneulunv 

UJ" ncouraues till' student to si^^\ in >ehool ^ " ^ / 

c Reflects current oeeupationaf reijuireixients in the curricijJunv - 
d Helps the school keep abreast ol current trends in bivsmess and rndustrv.* 

e lleJps the school meet the trainuig needs ol the i.ommumtv , . * 

I I'rov ides Joser cooper.hhjji with the comnuinitv 

\d\antaues for the C-ommunit) : 

a I Jici>urai:es the student to become a contributioii member of the conimunitv 

b Helps the student to recojini/e his/her com munitv responsibilities at an earlier auc. 

I ')cts as .1 catal\st roP'f)ronioting'aUult and evenini: classes 

d Pronti^evcloser cooperation between the communitN and the school 

e I na'bles the student to make sound i>ceuptitional adjustments, * . / 
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('KjrKKlAV()RKS!ABL!SniN(;\K)RKKD^^ * * 

M Ik- csLibii^hnu-nt I'l vtuVk cdiK.ilu»n invi^Kcv Linipcr.itilin hctuccn the >cliiH>l\ind* the cDninuinitV 
t^Muihll rhc ».|irucri.i . ( , ' . * , ^ ' 



:t\ cs. 



I I h.it ijpc tumiiii! IN li)r the henelu o\ the Ntiul^'nt's eviue.iliou , 
l J h.il lher?.Ms suitahle Nti>(;k . ' , ' 

' I iial ihea- in .ni empli»\er who is w'llhntz ti> ^et up .i ir.nnirvj: M.itHMi. ' 
4 Ihal then- 1> NupeniMon b\ thcschi>or * * « 

I h.ii the tr.mini^ .tt the irjinini: st.ituin is reLiti;*.! to the sttjJeJirs Vareer nbfrctt' 
^ J hai'ihere IN approval In the Department o\ I ilucation aiul'the loeal Ne!iiH>l IVird 

'I hai ihere in pr^Me^ tu>n aLMiiiNi in)iiT\ aiul e'i»nipi;nN.iui>n ni the <.aNe i>f^'in a<.ei\jent. l| 
* ^ I hai ihe Niiuk-nt vKv^ lUM JiNpl.uc a.reiularempUnele. hut wiuks uTukvf hiv he-Ku^se superMMpn. 
^> I hat rhe .Niiuleni n|i,hiU1 be paul li»r that pcriiv! .ol tiriK .Npeiil UJ^buNfiiesCyir irulustn dunni:. 

in IJial ihe NrwJeni.iV^t eiilitleJ tJr a job at the eoiielftsuMi ol the tranim*' period 

Oik (hl.purpo^eNol puhliuiv in iw^aiuaiiit ilie puhh. with the aimN\,ird objeetnes ol work cdueatit)r{ 
\*\vell plimuJ puNkiiv |yi»::rain ' inti^riiiN NindeniN; p.,reiitN. \ind empUivers about the estabhshiiient 
«M \.;iilnuM!kv ol u.«rk ediKaiuMi prH'r ig the hepiiiniii«: ol the <eliool \ear PuNieitv throu^ihoul the 
^ih.M^ s.-H ItclpN \o maintain nUereM m work edu^.uion and to lurther'-^-xplain it to' (he pubhe. 1 liiv 
uldinonil piihliuiv m.r\ aUo iniereNi other NmJenis and eniplo\er<' for luture nnoKement ili .uorka- 
ediKaiKMi ' ' ' ' ^ 

\ \ iri.el\ t»t niVaiiN ,.111 be UNcd'to pubiiu/e work education. Ne\Nspaper arlkles. radio •\pi>t"-an' 
lUMMurf1u•nt^ talkN f^^^u- uvt^ JubN .,nd IM \ orifani/aiuMis. letters. 'NC'hi>ol news media, and personal 

Peitnrc Nioru-N ffTrouL'hotii ilu \ear mi-hl be'wniten ahoul the empUwer«emplJ\ce banquet, reeeption. 
!et Niudenis' \ie\\> .,nd reaUuMiN u. iluir |i»bN. the awarciinn ol'the annual tr.unmii eertitieates" 
'jntcr\!e\\< with eniploverN .,nd NtudenjN .,t ihc iMinnij: ^raluui. invludiui! photographs when possible: 
infereNirfiL' lo||ow up data and the prx;^uUation ol -recognition eertUwalcs^o the tninnii! stations. Loeal 
newNp^ipcrN jre Unu djv intereNa-dan receivniLi inlormation about work educJtum. Ihe pubhe is interested 
tn Mn Nvhi'oK jnd enii'\N'readmL» about the achievements ol \ount: pe;opkm the eommumtv - 

.Other meau< piibhci/m^^ wi^rk education ' are articles in the school paper, bulletin board and/or 
wnidow displa\N .1 p.i::c m the NdiOi»| \earbiu»L and ^chol>l assembl\.proi;ramv I besc wieans are espeeralb 
elKMive li'r reacliing pios-pective Niudents ^' \ - , . * * ' 

.K'lierN 10 srlectcil busine'sN mi;n have a perNiuiahnukh whieh v.v not a churaderistie ol other b>rms 
i»IpuMKil\ Jt . ; #. > i , 

* S«>me Li.vAiieral iiuidclincji lo obscr\c when planning* the puHiicttv priv^ram ;ire - . , 

y \ % M-ctire (he approval o\ ihe Nuperiinendent or the publicilv difeltor lor fhe^-ntire pubheitv pjiicram 
't>r c^ich pu[>hcn\ Item aN II is releaNcd, - ' • n • w 

bM»id>lui/cM\hgMias been done nioreMhan u hai In pLinned ti) be done \ . » 
^ li' i-M\e due o6dil ti> all people nuoKed ^ - 

One ol tfie moNt VNNcniial dements ni a pubhcitv pro^^ram is \n\mv^ LMinsi The tvpes ol pubhoily 
pi iniied'.ind the link* when ihe\ wuuld be most ctiective mit!ht he helplul m or-am/mu the nubhcitv 
pro^'r.tm' * . ' * ^ i' " " . 

*^ y /' ^ ' i ' ' 

" P!.\NM\(; p()r*siar1\(; c " • 

• Mk" number y\ leaJwi cot>rdiinioiN ,,nd coordinalitrs, requited to stall work edueation wiil depv^nd* 
upon ^ ^' ^ f \ ^ . . . ^ 

I- I heiTSumber oi Ntudeitis in wi>rk education * - 

^ I he ivpet^l work educatii>n tn whieh the NtudeHl pariigp.aes.. 

he i!e()iirjpl)ical loca(,io1i ortraining s1;Uk>iU • , ' 

4 I ilc^a^clllar\ dirties perli^rrrled b\1he teaeher-ciu»rdinator aud ciu^rdinatiir . , • 

In-a sclu'ol di\t<uin or'clistrict Ncrved In* a nujnber of teicher.-coorduKUors. it will be neecssan* to 
Alejmeate L:ei>i:iaphical area^jor the purpose ol Ntatrini; and ci^orJination. I nlc\ss this is done^nd adfTered 
fo-enipliAc^rN^wrl! become cvnUiNed and annoved b\ d\iplkate calls nuide In stall mc'mbcrs IroniMillerent 
sehooK I .,t;|er nJiooI divisiouN i>i 'diNtrktN ma\ h.iw^a fulbtinie cOi»rt3!i/ator to assis\ 4he sehoc^ls wAh 
the development aiul'u>ordinalion K\i W(<rk educaiioiK t 



K : , ^ . CHAB/VCTERIS riCS AND QUALIFICATIONS o ^ 

^ (XFJHE TEACHBR COORDINATOR AND THk COORDINATOR 

tiigi:c.st5> tlut a work cducitiDn tcaclrcr-coordiVitor or coordinator .should be an exceptional 
pccial quahlications anditraininj!. The diverAlv of the role and the* re.sponsibilities of a 
nator or coi)rdinator rec^urre adminis<rati\e ii,bini) and experience and exporn.se in school- 
tations. ..... - i_ 

ifications of the Teucher-Coordinator and the Coordinator 
» interest and enthusiasm for work ^*dueation. . * 
u*s to a student-eentered,approaeh in teaehing. \ • " 

h Bossessosii-fH).sitive.;ieeepting and earing attittide. 
4. Enjoys worWng with \oung people. ^ 
, 5. Possesses an outgoing and/pleasing pen|onality with a' sense of humour. 
6. De\ ek>ps eonlidenee m others and fosteri good stu^\ent-teaeher relationship. ' 
/ 7\ Assu mes the r(tle i}lj(;aunselor wheit nceessar>'. • 
8. I^ssesses insight, personal llirut)ility and ereativitv. 
^. Ilngage.s m erilieal self-evaluation. ' ' ' . 

0. Is willing to vxpend elVort a!i'd encrg\ beyond the mimfinim. 
'^las'thc ability to meet and eommunieatediplomatiadly. 

Has an undersKuuling and llair for publie relations work. 

1. ^. Aeeepts"disappomtmenKwithout losing entluisiasm 

JJy ' ^ I • ' " ; , ^ „. 

(fenenUK^ualitj^iflimisofW^ eacher^^^^ °* ' ' . • 

^ I. Domonstrates the ability^ tp work with people and^trlve toward a given goal. 

2. Has the ability to gi\ e group and iiidividuali/ed [nstruetii^n at the seeondar/level. * 

i. tmplemenjs sehool poliey effeetively^, • • ^ * ^ , ' y ' ^ 

o4. Represents the sehool elVeetivcly iiveontractsfiiade with the eommuiiity. ^ \ ^ 

X Fn)llows instfuetushs earefully and promptly. 'V 
6, .Requires a thorough edu(iational preparation for teaehing in this field. ♦ ^ 

. * 7. Maintains aetive inteVest in personal and prolts^iohaMmprovement. . 
Training -of the Teacher-Coordinator and the Qbordinator , 

It suggested. thaV the teaeher-LOordi^itor or uH>rdinator for work experience be a 'fully qualified 
teacher with a mif|imum of .six credits in coordiniiti^ri:tcchnique^. 

It is further su^te»taithat ^cTSfchcFLOvKdinalOr and coordinator for on-the-job J^aimng and coopera- 
tive uork education be full) Qualified vocational teachers uit4i a mihimum of three years of approved 
uccup^itiimal experience and^i miiiijnum of nine credits of teacher training in^orgsmi/,atign. coordinatj^ 
Uti{I supervision or administration ol work education, i, . , . 

Both Uic tcachcr-cvKirdinator and the cooKiinator .should have a minimum of three years successful 
teachinfgexpenence. S"* \ * 

; DUTIES AND RESPONSIBILrriE^QrrHjfe' fEACnER-COO^ 
L Responsibilitie.s^to theStudent* ; ^ . . 

* a. lb give Cj.ssential inf6rmation about occupations. ^ :^ 

b. To know that a'studenl is sincere anH reall) wants to fojiow his cjjissen occupation as a career, 
. c. To assist In arranging the schedule of general courses. ^ K 
d To nnd^ttiHK^iUidcnt in the pcrsonalit) adjjustmcnt nccessar) tO get along with others, and to 
foljc)y/directions>^ * * . ^ « , ; 

see t4i|t adcqu Jtc^Te^ and instructional materials arc accessible to the student. 
To establish an etrcctivw 'placement and follow-yp plan, . . * , « 
g.fTo keep informed abou\il\4^stud<^5t*s economic* socuK and .scljolastic Bacl^ground! Q 
. IV. To prepare a training pllm for eac^i student in t:bii^dration with the employer. - 
i. To make the proper placWent aiid to*sXipervise the student whiloin training, 
g. To prevent the exploiuitioikof the student. Y ^ ... , 

i<. To.build and to mmiTuiin sKj^^ "^T 
I. To ensure tharth^tudjbxl^ " ' ' * , ' * 

^ m.To ensure that tmrYiident kn^jws the rules as prescribed In the Employment Safety Act aiid 
thi' Employment Regc^^ation.s. ' , ' / • 
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2. Responsibilities to the Parents . . , 

To maintain a cooperative relationship with parents. * 

b. To furnish adequate information. 

c To stress the advisability of the student completing the entire course, 
d! To justify placement; adjustment, or trapsfpr of the student*. 

3. Responsibilities to thettchotll Adfrninistration** * \) 
, a. To interpret policies rorrectly and support them loyally. ' \ i 
• b. To stay within estabhshed channels of communication in all official jiiatters. 

c. To use time, materials and supplies econoniicatly, I) * 

4. Responsibilities to Business.and the CommurtUy -I " 

a. To explain the objectives of work education, 

b. To explain fully the mechanics and the benefits of work educatjpn, • 

c. To select the student who will be adaptable, ' • , ' " 
d To se^rtliat the st^udent receives proper training apd develops the proper attitude. 

'e. To counsel and. if necessary, transfer oinqualified students. 

< To avoid wasting the employer's tihie. ♦ 

5. Responsibilities to Hiiitself * , 

a. Tokocppjiysically 'fu.' % t ^ 
; lb set an exarriple oj'work habits and character which the student will be proud to follow, 

.c. maintain a professional attitude toward work. " 

d. To maintain the dignfty befitting one's teaching position. 

c To^^ooperate with the school faculty and business people in order to encourage their cooperatio 
• f. To attend professioniil worksh6p!s and conferences. 
> ^. Responsibilities to Other Teajcher-Coordinalors and Coordinators 

a To oiler serN'ices as freely as possible to other teacher-coordinators and coordinalors. 

b. To share ideas and discuss problems. \ 
. ^ ^9 c'oordinate activities so that other schools.may usc\ the training stations. ^ 

d. TO discuss new'^met hods an^i teaching techniques. ' , ' 

• ^ c. To keep others informed about current trends in work education. 

s ' } ' , . ' ^ y 

• DU I lES AND ^ESPbNSIfillJTIES'PF THE COORDINATOR 

1. To develop with* business an<J industry, comprehensive work education plans. ' 

2. Tq produce .wri|len job descriptianXpf-' T>^ ions available fbr-wor)( education, 
' ^ To place tlie students ds selected by tRTsUftjecl teacher and -the teacher*coordinaU)r at the Iraininc 

, stations. * . - ' . » " , x^* . t • • . ' ^ 

! 4. To super\'ise the student at the traijiing station through personal visits. 
5 To com municate' directly wit]i principals, technical directors, guidance and'business education depart- 

• menrht'adriinhc(.schoQjs concerned. # '^^ ^ . ^i^,^ 

6. To distribute, collect and process all necessary form$. , . * ' • \ A 

7. To maintain permanent records of all students activhies related to work education. 

8. To coordinate work'experience, on-the-job training and cooperative work education. v. 

9. To coordinate teacher visits to the training stations. ^ - ' . 
10 To ait(\nge for publicity/public relations meetings and media releases pert^aining to work education, 
II. To infor^ the studem of employment opportunities. ; : y * ■ . , . 
12 To meet with work education students to familiarize them With the objectives of'work education. 
13. To attend work education committee meetings. 

To obtain approval for administrative and doHcv uhai 
school bo^ard. 



14 To obtain approval for administrative and poHcy changes from -the Department of Education and the 



/ - RECORDS AND MANAGEiJ^ENTOFWORK EDUCATION 

Permanent cumulative records _ar(?, essentiar and provide a central Source of mformatio^' about the 
work education studt^nt. Duplicate setk of records are highl> desirable and are often necessary to dissemil 
natef inljprmatioh ctFiciently. Thcst^ records should include the following information. 'name of student/ 
the days and hours employed at a training station" Jjlace employment, attendijnce record; credit(s) 
earned; and a summary of the employer's evaluation and foljow-up st\i(^^ - . ^ - 




\ 

inator and 
ducdtion. 



^ A plantrcd and carcfull) mdintamcd h)j>tcm^|Of rcLords esscntiaMif the t^chcr-cpo: 
LiK»rdinati»r arc to bati.sfv the numcrouj) rl-qucsts fuifinformation about the, student and worl 
' The purposes ofa eumuhnive record system are: Mit \ ' ' * 

1 To reLi)rd achievement and growth during the student's participation m work eduoation. 

2 Til pr\.)\ide information ncLCssar) in prCparmg reports required b) the ^hool board and the Departp- 
ment of Education. ^ • - ^ • . * 

3. To report to the parents on the progrc^:uj4L!l^'irJion or daughter in wo 

4f To provide pertinent data for research relatTpg to work education. ^ ^ 

5 Ti» p^v^iJ^^^n^^'^malion needed b> teacher-LOordinators» coordinators and other professional stalT 
m working with work education stucjentn, 

6 Ti> pr\.i\idc inforniation-nccded b) post-.sctondar) mstitutlons and cmplo>crs about a former student. 

7. To impriHc articulation betwcj;n the various departments in a school systern. : ' ; 

The mam consideration m preparing permanent cumulative records is to secure'^ a comprelKinsivc 
sumnurv i)f each stUilunt^s achievements and to make the information readily available. 
' \n Lflicicnt NVNtcni of administration through the use of appropriate and well prepared forms will 
pVi'vjdc more time for coordination, forms should be carefully developed and periodically analyzed 
to determine the need fi)r revision. Jlach form should serve a clear!) dcfmed purpose, A system of 
ciiK'r Li»dmg IS hclpfut in recogni/ing form.s prepared in duplicate or triplicate. Rather than adopting' 
anv, partLul.ir set of forms? the teachcr-coordipatyr'oi: coordinator should develop forms to suit his/her , 
own iiLcds* The forms show nr in the appendix are exemplar) and are suggested rather than prescriptive;^ 

In developing and managing work education, it is helpful to prepare an outline of the activities in 
•"'scc|Ucntial^orilcr to facilitate implementation. The sequence uf activities listed below will vary with the 
schoi»l. school division or district. Manv of the activities are discussed in greater detail in other pages 
of this guide. ^ ■ , , ' * > 

I . F.siablishmeni of the Need and the Value: 

a Prepare a statement of the need for work education wijji su|)porting documentation. 

2 Organization oli a Committee Comprised of School Personnel and People from the CommUYiity to 
Plan'the r()llovvmg ProecdurcJi: ^ • 

a, Dctftie the pii1"pose and plan oAvork education. ^ • . 

b. Develop an outline of activities to be^gin work education. * ^ . 
e. Develop thi^slutlenVseleetion criteria. . ' ' ' 

3. Approval of Jhe School Admimstratie)n: * , 
a. Obtain approval for operating procedures from school administrators. . ■ 

4. Approval of the Departnknt of Ec^xieation: * . % ' 
a. Secure the approval of the Departjpient of Education to intplement work education. 

5. Preparation of a PeaJiibility Study: . , . ^ #^ • > 
a, Conducl a Aurv ey'lo determine employer mtercsti^, placement opportunities and student interest. * 

6. Employment of a Toaeher-Cpordinator: - ' . » * ^ ^\ \ 
a. Report to the school board,on-the local survey. , / * 

4>. Obtain their approval to employ a qualified tcachcj-coordinatbr. ^ 
/ Establi<>hinent»of an Advisory Conuiiittee: ' ' . ^ . 

a , Establish an advisor) committee to review the policy statement and the operating details for 
the adaiinistration of worlc education. • . . • 

8. Solicitation of xSchool Support: - ' , , 

a. Explain the plans for work education to the school faculty. ^ ' ' ■ / ^ 

9. DcyclopnienLof Public'Rclations: ' * . • ^ 
a! Develop a public^ relations program in the school and in the community/ 

10. Provision of^J^ieilities and Equipnient: . ' ' \ »^ 

a. Arrange for ofliee space, clerical assistance and equipment. ^ \' , \ f ^ c 

11. Recruitment of Students: * -t. , ^ » ' ' 

a. Eneour^ige interested students td'apply for work education* 

b. Select the students. ' ' * _ 

12. Provision of Counselling Scfviees: " <> 

a. Explain the details of work education. . , 

b. Prepare the student for placement at the training station. - / ^ * v ' v 
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13. Selection of the Training Station: * ' ' 

*a. Inform prospective employers about wQrkeduca Hon. * ' ' ' 

b. Select, the training siations. ' « « ^ 

14. Develo[^ment of the Training Agreement: * , • 
a. Develop a training agreeqient. V 

15. Development of the Training Plan: ^ • • ^ _ 
a Devdop a training plan to ensure student progress and adequate learning experi^^^^^^^ 

16. Evaluation of the Safety Practices: , t ^ 

a. ClK'ck for possible safety hazards to the.student. * 

17. -Mamtenance of RecordjS: 

a. Maintain permanent cumulative records of all'students in work education. 

18. Establishment of a Schedule for Supervision and CoordirtiJtion: 

a Establish a schedule of supervision with adequate time for coordination, 
J9. Provision for Related Instruction: " ' ' * / . 

'^1 a. Provide related classroom instruction. ' , ^^'^ ^ 

20.i'Evaluation of the Student's Performance: 

a. Rave the .student and the employer fill in the evaluation forms. 

b. Di.scu.ss the evaluation forms wit'h'the student. ^ . . 
21. Evaluation of Work Education: ^ ' . 

a. Provide for the evaluation of work education by means of a follow-up study. , o 

COMMUNITY SURVEY / ^ ) 

Before work -education is initialed, a survc) should be conducted in the comnjunity to.determm^^ 
whether work education sliould be oflered. Several good sources to contact are the, local Chamber of 
Commerce, th^' emplo)metit oflice^and t4ie personnel dep^irtments of the afcfs larger employers. Tftese 
groups will know the economic climaie of the comT?iunit> which wilf assist in dctcrmmme whether to 
continue planning.' ^ - • « . 

Mthouoji the above groups can give an overall picture of the needs of the community, a rfiorO^prccise 
surS-cy should be conducted to determine the type and ftie number of training t»tations. A survey form 
(see page 35) whiclrcan" be mailed or used b> the teachcr-cporiiinator or coordihator in' an interview 
should be developed. The latter method. alWough more time cpnsunjing, will be the more useful. .Through 
the inu-rvievv method, the cmplo)er can be contacted personally and possible areas of training determined 
and misunderstandings concerning the\»mplayer's responsibilities eliminated. This method also jnakcs 
It easier for the teacher-coordinator or coordinator to contact the employer for possible placement of 
a. student. ' ^ , ^ / ^ ^ . \ 

Either method, mail or intmiew. wiW need to be developed so that maximum inforniaVioh am be 
gathered while using a minimum amount of tht c^iiployer> tim^\ ThiA is a must if the full cooperation 
of Uie employer is to be obtamcd.TheJollowing is a lisf of questions: \ . ^ . ' 

1 i What is the emplover*s empio)ment outlook? Can he hire experi()jiced people whbn needed? ' 

2. Is the employer willing to par^cMpate and cooperate in work education? ' , . : 

3 What does he look for in 'an employee? What altitude, personally and skill is needed lor this* 
type of employtnent? * ' ^ f • - 

4. How many people are employed in the business? 

5. Is there union afliliation?, . ' 

6. Is there coverage under the Workmen's Compensation Act? « • 

7. Are there hazardous a^eas of employment? 
' 8. What are the hiring procedures? ' - ' • 

% Who should the teacher-coordinator or coorcfinator contact Ifor further i\iformation?. 
'The employer will be interested and willing to cooperate providing' his tLe is wisely used; therefore, 
c^o not^send ;l long questionnaire through the mail. If the interview is i(se\i. it should b,e slwrt. t6 'thc 
p<ilint and-^usinosslike. ' . ' L 

Remember, not all businesses and industries are equally suitable for usb as training stations. One 
of the most important factors to consider is the attitude of the employer Uhd his^ employees toward 
work pducation The employer must understand that the purpose of work Education is to provide a 
learning situation foJ- the student; therefore, the employer should provide tHc studqht with interesting 
and diverse lC;trning experiences. ' » " 
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•^A'community survey should rcvcal^lK' IbllDwing items: 
I. BuMnesses and nulustrics. : 
, 2. Nu|iiber of people employed. « ' , . ^ 

3. limployer^ attitude toward \\V)Pk educmion. • 

4. Turnover rate of employees. 

X Future ofindu.strial growth bv various busines.ses or industries!- 

Occupational tnlbrmation may be obtamed rrojn these sSlwccs: 

1. IVrsonal contact. « ' ' 1 

2. *Chaiiiber of Commerce. ' ' 
3 Labour organi/ation.s. - -""'^^ , 

4. Ivmplorment ajicncies. .^.^^^r. " ^ s 

5. Yellow IMjies^gSUelephonT^ . Y • _ 
(). Manitoba'^I'ntile Directory. ^ ' " *^ 

' Sonfe methods d'contacting pro.spective emplolcr\ are: 

1. Personal mtervK'u. , — 

2. relephohe. 
\ y 3.^^ IHibhcity (press. radi(^ 

*-4 Written materials 
'5 ViMfs to civic chihs. , ' * ' • * ^ 

Iif i^rdcr to AiLLCcd.'a proiir.un must start \\\{\\ thej'ull undeFstandmg and^ipport of the business 
Lummunity: A well planncd\md excclitcd Li;mmunitv .su{\e).i.s an importanl^tcp toward gaming thih 
.syppVm. 0 ' ' * 'y^* ' ^ 

% ' , -STUDENT SURVEY 
jiccds. dcsifLs and mtcrcsl.sj^;!' the student should be Lonsidored belore'^begirining WA)rk education 
and can be determined b\\i student .survey (see f)age 59), Results of the student surve) shdul.d be- 
ustd niLfLls as a guide. jvLause students ha\e ihetendenc) toVhange their car^'eruisprratians jberio'dicall). 
'Gener*tllj. it k impirri'ant ti> determine Ihe l)pe ol' training req^ircil^^lhe.n'iimber of students^mterested 
and the kinds ol* oLUipatuMis in\c;l\ed. If a teaLher-eoordinalor or coordinator hasflJeen hired at tiris. 
poini. IfL should CunduLt the' student Survev. 'If not. tlie uuidance department and tl 




L'parlment and ihc subject teachers i 



point. 

should vonduct it. 

The studt'rit sur\e\ 'can be Lompkted dOnng a slIiooI- a.ssembl), homeroom period or*th>ough the 
guidance department. It sh^^uld be easy to understand and complete and simple to' siuiimaVjze. Thc^ 
Ibllowing list indicates useful types ofinCormation: ' ^ c . 

^ ' I. Generar information siK'h as age. grade level, course bf.study. etc. « * . 

' 2 F^>ssible\ireas, of training. Prpvide.a check list of the types of employment the community, may 

y Future gtMis K»IU>w1ng»gritduation sueh as entering employment, getting married, going to college; 
^ working for parents, eu*. \ . ' ; * 

-4. Dearee of interest m work education. * * • 

i '< • ^ ' STUDENT IDENTIFICATION ^ " 

Student sclcLtK)n*j.s i»ne ol jhe most etitieal tasks ihc. teacUer-coordinator or coordinated muM perforni. 
The sullcssI'uI riiatLhing of the student to a training station involves the follow ing- consi(dertftions. *lhe 
student's interests. apHitudcs. abilities, personalit) and ambitiofts^ilong with th^ interests of the p>ii'ents. 
The.SLHactors must be matphed witiy he needs ofothc employer. ' " • ! * " \^ 

The following is a discussion of these factors: - " * , • ' 

I. Interest Thcf student's interest i^ the most importartt factor when Considering' placement. The 
student's interest and motivation can overcome deficiencies. * ' 

2 AptuiiJc To pcrfQrm the neces^ar) tasks most occupations require^Varying degrees of special 
aptitudes. When the' student's Interests coincide with, student's aptitudes, the chance of success .is 
gr^^Tilly increased. ^ . ^ ^ ' ^ " ' . * 

3 T/>///ri tth Letirn . Care must be taken to match the demands of the occupation with the abrlitirt 
' v»f tl\e student. A dilliLult training station ma) lead to frujjtrdtion anJ failure while an unchallcnging 

training station ma) cause boredom and hinder performance. The student's desire to achieve can. 

make up for some lack of ability, but eventuall) there m^st be a rgalistic approach to the problem: 
4. l\rsonUht\ Statistics show that the majorit) of people lose their jobs through personaht) conflict 
, and pooMttitudes rather than lack of occupational skills. The successful matching of the student^ 

personaht) with the occupational needs is important "to the success of^work education. 

"»» / ■ . ^ ' f , . • 
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5 Physical Status The student's size, healthanj handicaps all have to be considered. The handicapped 
student requires a special training 'station, where the tasks he/she perforcrns are wuhm his/her 
Capabilities^ Theieacheraoordinator or coordincHGr shmld review the student^s school record, consult 
the school nufsc arid intervie^the.studeht to determine aay handicaps. \ * • 

6. School Records and Grades - Past achie\ementysuclf its Student's personal record.TatTcndance data, 
school grades, guidance notos. p\irent inforniation and lest results are a general indication of future 
dtrforniance. - ^ ^ • ** , _ » . . 

. 7. f/m/m Interview The reactioa imd feedback from the ^student's interview is the best way to 
determine man\ of the abo\e fadors. The siudeot's reactions njatched with these factors will help 
the teacher^coordinator'or coordinator to^place .thc^ student at a traininu station where he/she is 

likel) to sutceed.. » * 

^ Stm/ent'EmpfoverJntem^^^^^ The interview Ivith the prospective employer will probably, be the 
^ 'student\ first formal interview;: therefore, the teacher-coordinator or coordinator should instruct 
^ the student on how to prepare for a4r':intDrview bV indicatinu that the emplovers will be lookin" 
forthefollowinu: ' * . ^ • . - 



Appearance: » 
Grooming 
Posture 



Preparation' y 
Knowledge of p,oKiti()n 
School record 
Vocational education 
Work experience. 
References 
Personal histOr\' 
Career objectives \^ 

In preparation for the student-emplover interview the student shotild lilfcut different t>pes of emplov- 
ment applicationsr ' * - \ 



Maturity: 
Fra^ixkness 
G(tnsistenc5* 

» Accuracy 
Tact 

Respond 
Temperim* 



Preseivation: 

Foreefulness 
> Poise 
Sinterity 
Persuasiveness 
Self-confidence 
Gramriiar 
»V(Kab*ularv 



' , AGE REQUIREMENTS . ^ " / 

Any student who is sixteen vear> of age or o(der ma\ participate in work education provided: 
.1. That work educationjs.ofTereii by the school.'* ' ' 

-2 That work education ijieets t|jejeciuirei)ien(Nlis described in this handbook. ' , 
3. That the .studwu is enrolled'in the. school offerjng^wbrk education. , 

Although not recommended, a child* who has^fiot attained the age, of sixteen may be placed in a 
tn\!ning station provided all the requireme(?ts have been Aiet. A cliild employment p^rnui {.see paac 
101) and proofn^ age are rcquired in Manitoba jor a student who is under the age of sixteen, Applieali(in 
form for child employment permit (sce^page 99) ma> be\ibtained from -.The Manitoba Department 
of Labour. 608 Norquay BwilUing. Winnipeg. Manitoba R3C OPS.' Usually, the .school principal has^ 
se veral copies on ha nd. _ ?_ __ _ « . _ . > ' 



In addition [p meeting the abo\e requirement: the teacher-cotWdinalor ind the coordinator must adhei 



ere 



to the standards and conditicvis of emplbjmcnt of children as written in The Employment Standards 
Act which states: ^ * « ,» - • . , 

' . * »* 

''Employment of Children- ^ * ♦ . ' » 

Subject as in this Act specyw(iJ/y otherwise provided, . ' ' 

( a) no child shall he employed except after a u ntten permit has been procured from the minister; ^ 
(h) no child for Whose employment\\parmit has been proiuredshtdlleVniploycd otherwise than m ac- 
cordance with the pmnit or by anyone other than the employer named in the permit; ' ' * 
Jc) no child shall be employed in such a manner^ or upofisuc ft Work or service, that its saf^y, health, or • 
moral welM}Vin% may be hurtfully affected.** » * #■ 

' • "^Z ' ^ ' / , 5. A/.. 1957. c. 2(1 s. 8. ' 



I 



1 Ih'fmitton of "\ hitd'mctins aferwn mtJcr tht tifit' of u\tirfnviir%^ " I hi' Eniptoyucnt Sianiimii /!</. tthoptcr I 1 10. Section 2( I), p I 

2 the Employ mvnt .SumJanls Aa. C'hapler 11 I lO. StfUion 8. p 5 * / 



**EmplovnWn(ofanldrcn.-^ " * " . ' ' \ 

^ Sif ilulJ sluill Ih' cmploM'il in an\ bui^ilm^* stru(^tun\ or premises, of any kimt or land in ^^or on 
iilutli tim person ktnplowd fof rinmntration h\ an employer whose operations imlude. as a suhsUintive > 
paft. tliK priKKSsai^. produttn)^. manufai^unn^. < leaning, altering, refhurin^. or serxiun^ of an \ InaU'riaL 
Mihstann. auitle. nuhhrnef}. or thins^ b\ manual labour or In (tie use of mathmerw or b\ both sueli 

\ use of nuuhinerv. » r 

. . . ^ .... . ^ - _ , . 

. ^ *\Spedali^Couditions:* ♦ • . • . . o 

// is ilh* r.mpltmr's 'te\pon\dnlit\ to ensure that%^niplo\nu*^u does not e,\pose tlie permittee to ff^)rall\ 
uuder\ihible situatufus. ' , * . 

77k Pit nut is^striith hnuted to lii^ht worK \\>ell witiun the pinsual lapauts of the permittee and where 
thef\' i\ no attjiial orjioteutial dan\^er factor. ^ . * 

Ihi /hf until shall not uuh\^ Dthirwtsi herein mduatedhe alUMed to work after ^Ipan, ientral standard 
time on any dav \ ' * « » 

^ / his permit is not trans/erabli/ so as* to ( over employment by any other employer." ' * ^ 

CODK OF K l ines FOR THE STODENT 
V»ur auitikk- IS Uw most important factor m bcnii: .succcssllil m )our endeavours. The following 
snggcstioi> shoiiUI a.sMst Ml clevelopini: a positive attitude: 

I' Contact th(?tcaLhcr-Loorilinati>r or the coorJmuitor inimediatel) if you encounter an) difticulties. 
2 Tv^lcphonc ViUir cmplovcr and ask to l>e,exciTM;d. in case of illness or if you arepjtrrfblq^o work 
that dav. If possible contact vour empUner directi) messages are often misplacedT ^ ' 
^ * 3 Be pv>htc and courteous tv).vo(ir emplo)er. felkm employees, and customer. A smile" uoes a long 
V , ua\ towurds creating good business relations. , ' i * * 

4 Ik* pronipt for vv(>rk. and^uhen returning to your trainmg station after a break.-, 
^ . 5 Listen to and follow your em[^loyefs instructions. . 

6 Di' best at all times, if )ou encountcy diflkiiltic\s with the work that has been assigned 
to \ou. ask for help. ^ / ' ' 

7 Stliy on the job and complete it to the best of youf ability and knowledge* ^ 

8. ik' loyal to your employer, your instructor, and^tfe school. ' ^ ; 
■a. Do n()t talk '^hop" when away from schooJ.'f \^ \ 

- 'b. Do not "gossip'5 aboul personal problems/n the oftkx or at home/' 
* . '* "^c. Do a good job and establish a reputiUion for being a good Worker. ^ , 

9. Pe honcs\ and sinc-trc in all your endeayours. • » . 

10. Ask to be excused if you must leav:e c^ifly to keep an appointment. 

■■■ ^ ■ fXilimilEXailCSJE^PR^^ , ^..■■^.^^^ 

The lollown>g suggestion^ ill hclp.tu overcome diftkulties and contribute to the success of work 
edueatJKUi. . ; .-^ > 

1. (\)nlact Uie tCitcher-LoorJinatoV or (he coordinator if \ou encounter tiny ditlicuhfes with the sliident. 

2. Hxplairr the operation of ihebusiness as the student^equests the information. ^ 
X F-ollovv the lraining;pla.n*as prescribed. ' ^ 

4. Assist the student vvi^h his/her problem.^- 

5. Ik courteous^ 

6. C'onsjder the student i\s ;l junior fellow employee. 
Provide supervision as recjUired for the. learning sitUtrtion. Remeniber/diis is a learniifg situtation. 



, . < / SCIlpOr/CREDITFOR\VQW<rEI)UCAn 

.\dditiv»nal credit need not be granted for \vork educaljictp^ivJieX(Lit, is a part of a course for, which full 
credit is already belnii jiranted. ^; ' J 

The ^griuitin^ of credits for work education in jobs oKa^ questionable educational value or jobs difTicult 
to supcrviNL shi>uld be avoided. School c red itSUall-tt<M be, granted for jobs such as. telephone solicitation. 



\ 



direct door to door selling, babysitting at home for younger members ohh*;^jam 

\ written policy explaining the granting of crcji^t for participation jn work education is essential itnd 
.basic to the program The student must be: treated fairly and equitabl> and the criteria used m evaluating 
work education credit.must be specific, appropriate, reasonable and subject to local school pohcies. 
Attendance aHhe trainingMation is to be counted as school attendance. ^ 

^ WORKING JIOURSRBC^'OGNIZED |^5k SCHOOL CREDIt' 

Rccogni/ed hours are those hours that Jail wiiliin the school daV or as set and supcr\'»sed bv the 
school. • ■, — \ , . ' ' \ 

If a student enters into a private agreement with an emploSer to tmiage in work diirinu hours other 
tlKui those hours specified in the training agreement, the student shall be subject to alF federal and' 
provincial employment regulations and the hours worked shall not be counted toward work education 
credit. I - , ^ 

^' . ^ ■ • 

TRAINING PLAN 

Preparation of a training plan (sec page/ 75-97.) for each student is a valuable tiuide to thtr 
teacher-coord,ina1or orr coordinator in determining what t>pcs of instruction the student w^ilLreceive at 
thl' training station and.m the classroom. The plan should- be dc\eloped\ooperatively by the student. 
th>* subject teacher, the training sponsor, the teacher-coordinxitor and 4he coordinator byvusin^* job 
analysis techniques, student progress reports and other media. " " * ^ c 

The development of the training plan should begin when the emplo\er aurecs to participate in thy 
work education During the sele<;tion of the training siatiohs. the teachercoordinator or the coordinator 
will determine the learning activities available in a particular training station. ' 
/ \ sound training pl;fn facilitates niatching the student ^vith the training stations and contributes in 
(i large measure to the success of wor^ education. TeLhnit)ues used in dcvelopinsi a traifims: plan .<l\ould 
be adapted* to meet specific situations and educa(K)nal objectives. * " " 
Guide for Developin}» rhe Training Plan* " . , ^ 

/ /; ptcparin^ a 'tramm^ plan, the icac fwr-codrcnnauh or the coordinator should: 
I . . Explain the purpose of the student ^s pUm to th^traini/Ji^ sponsor and the student. ^ - 

2 Make an (tnalvsisof the students chosen occupation to determine t(;e competenLies needed for success- 
ful en)plciyment<and advancement. ^ - . ' ' • 
^ ^ DeterminVjvjf ether the competencies' can best he developed through classroom mstruction. i'ramuw 
, stxition inslrUctiofh or coordit^ated classroom and training station instrucUon.' * * 

4. Determine ^a logical sequenc e in which the comp etencies sh ould he developed 

^'^'>r~Prepmu^thJnrainin^ plan. ™~ ~~ ~ ~ 



■ */l well prepared training plan should elimimite'the pos.sd)dttv \)f phuing a. student //; a job where the 
learning opportunities arejimited. ; . 

1, / ' SELECTION OF THE TRAINING STATION 

Locating and approving the training stations are two major functions that the teacher-coordinutor 
or the coor(Jinat^>r must perfomv All businesses and indusiries ^re n.ot.cyjpropriatc as training stations;.; 
and all employers or\Mnployees are not suitable as training sponsors. Theiteacher-coordlnators or coordlna^ 
jors must evaluate the pofential training with jh(} emplo>er's needs and interests. The training station 
must provide tlje'environmL'nt and thc^jhiihing in job activities appropriate to the student's career 
development and related to the objectjve.4 of work education. ' \ 

The teacher*coordin:noc or the coprdinator shoulvl consider the following liJt o? suauested »pertiflent 

points.whcn selecting a training station: / ^ ' . / , ' T^^ - ' ' . 

!. Does it strjss education rather than \vork? * ' 

2. Ijoes it havesare^vorkingconditionS?i\^ *^ - ' ' < 

" 3.r'Dops it provide a wide varicty.of experience^,? . . . - , . < ' 

4. Does i; have ade;quate supervision? ■ ' *; ' v.. * 

5. Js it accessible to transportation? < \, . " . . • 'm' ' ^ 
- 6. Does it lead to realistic and>U|blO eniploym6nt? ;. ^ \ 



C'hafI«U)V W^^^^^ rd^uwlion, //uf^//^^ ^o'f ^UUmm^tnuon And ( o^mUnatan oj t vopyntttu hiuhtwn. Dpjpartincnt of V^iitional taucaiion. 
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^ 7. Do^;^^lt cAipl) with all feder>vl and provincial labour laws and union regulations? 
8. /VrcNts employees members of a union?. ' * 
' ' . ^) DoeMt involve slvift work? ^ * * 

^ 10 Does It ofVer \Vorkmen\s Compensation?^ / ' ^* 

1 1 IXvN It oll'er opporVinftie.s for ad} aneen\cnt and for de\ elofyng tht studenl s abilflies? 

12 Can thc\tudent\ interests^ aptitiidcs.'Ttbilirie.s and career objectives be matched wUh the objectives 
* " oFjihe eni^^loyer? * T • • . " ■. / ' 

. 13 In thc.tcachcr-coor<linat?^r*s or coordinator \s juduenjent. will the emplo)ef be able to complv^with * 
the terms ofthe iraiiTing plan? - ' " ' ' ^ # 

14 DocN the work situtation allow for the rotation of.the student from one task.to another as~he/^ie 
becomes ^uoiicient ih a particular area? 
* , ^ *^ 4 * - ' 

VLACKMKNT IN TMK TRAINING STATION . 
y \ \k placement of a student in a traming station must f>e lijindled mdividuall) and carefull). Placement 
^ can determine whctherMhe student wil.l progress toward a permanent career commitment, and also it 
^ ' can determine whether the coopeVatuy^-mplover will find work education meaningful and continue 
\ ti^ suppi>rt It . ' . % " ' 

Ho uo{ attempt {o pla\e a student ui a trawiing station until the .teacher-coordinator or the coordinator 
► has deiermuK^d that the student meets thy- Manda/ds of emplovubilit) , that the prospective employer * 
undersfjnJs the cdiKational aspects of worj^ education and wishes .to ^tK>perate \i\ the learning process. 
IINthe cnipUner sodesires^-allow him to choose the student he is willing to traip^ 

, . . Students enri>lled in w^rk evpcriencc slh)juld h;^ placed at a training j>(ation for relativel) short periods 
>^ \\\' time Tljt' apparejit f.ui^»na!e for the sfiort pc^'riods of work experience is that the student need not 
nnest a great number of hours to comprehend the nature and the Memands of the , occupation. The 
-tudem tan measuVe himself herself against, the i>ccupation in a relati\el) >hort t]me a«rU maj ivy several 
short term experiences durmiilhe vear." *' . 

Students enrolled in uiH4je*}ob training, or coi>peratl\e, work education mu) b^: ^placed at a training 
station for longer periods itPtnne. possiblv one or two weeks pcf;^t^ccasjoTj. The students will rcceiv<> 
^ more intcnsi\e iraming and ma\ be nnolvedjyj pryduJti\ e work under close supervision. 

The suggested *n>yum urn tinie,fi»r full-time placcmen.1 at\i training station is orie-haif day and the 
maximum is two \\,eckv The 'luiinber ut'^tiiiies that a stAiden^ is placed at a training, station vanes -with ' 
^ the objecti\c\s to be achieved. ' . *- . * • ' . . 

The student in wvfrk education shoilld rcl'iirn .to the classroom for instruction in rclalc'd^ classes in 
whtcii he\she can dts^uss his^hoiwcxperienLCs \uth other students and engage m rcuj^jng and learning ! 
act^Mlies tfijt pro\ide information and understanding about occupations. 'Without careful supcmsion 
an^l i>rgani/atii»ri of the related learning cxRerieikcs. work education cannot be presumed (o be pajt. . 

- of=t he-seluH>l cu rri*. itl u tur— 1, ^^-^^. — ™_ — . — — i 1,, ...^. 

% • -f »• * - . ^ ' ' *\ t * " 

■ * " I ea>her cOi»rdinati»rs ,ind coordinators should be cognisant of the/fact that work cducatioa j's a, part 

of the school cu/riculum and that there musf'be class t'ime to ensure re/atcd Icarnirig. ^ ^ ^ • ^ , . . 

number of students empfoved bv participating emplovers at any given time could ^ 
be restricted as follow.s: ' *^ ' ' * 

\^ One student where the employer\s work force comprises. up to 5 employees. : 

2. Two students w h^re the employer's work force eompriscsr6-IO employce^.^ - ' 

3. T hree students w here thpeniployer\s work for5:cco'mprisc.s 1 1*15. ^ * \' * ^ 

4. I\)ur students w here the employer's w\)rk f^^rci^^Spmpriscs•l6^^^^ ' / •• 

5. ^^ve students w'here the emplc^'ex\s w\)rk forct; comprises 2^1-25. > ' • ^ ^ ^ 
.6 Where the cinplover's \\6i:k force exceejls^25 employees, the mij^imum' number of the students 

at any diveU'iimc should hot exceed 15% of ihc cmploycr*s total Work force. " ' 

StiUents ma) be transferred frimi a training station onl) afU'r consultatioh with the Lcachc^coord^nator 
or tlvcCiVofdinator. -^i - a ^ * 



Transfers will not be made, without a valr(/rcason. 



valr(/rcas( 



: ► SUPERVISING STUDENTS AT THE TRAINLNGSTATION^ > 

ImnlediatcK after the sfudent begins training the teacher-coordinator or the coordinator faces the ' 
res'ponsibilit\ lif niaking superv iso'r) \ isit.s to the training station. The objectives of these visits arc., 
I. TdoN'trcOmc initial problems. * ' * 

v*2. Tq assist tljc student and t4ie employer. */ • * ^ 

3." To prpvidcgiiid; nice and direction. * * • *^ ' 



4. To determine the progress of the student. , » • 

5. To evaluate th^work ediieation projects. \ ' ^ * • 
Scheduling of these visits is crucial to the success and the d(;\elopment* of wOrk education. Initially 

the teacher-coordinator or the coordinator should visit the training station informailj/ ;vnd frequently 
Jor shotir periods of time preferably during ttTe lirst \\eek.of^he project!" F^)Ho\ving these visits the 
teaaller-coordmator or the coordinator should cooperate witli the student and the emplover to set up 
a regular schedule for future supervisorr visits* ; , . ,^ 

It niust al\\a>s he^u[ipermost in the teacher-coordinator's A>r^ Uie coordinator's mmd-that the student 
must he^ progressing in accorJance \Nitlf his/her coU>^f stud) and the tramnm plan that has been 
developed bet\yeen tlxe school and the employer, /i v" ^ 

The folUnVing steps ma\ assist tkeleachlT-cftoaiinalor or the coordnutor in supervising the student: , ' 
A. Ifemi/cnhe steps to carry ou^Ahe supervison. ' , * 

1 Construct writtcMi 4brms for recording-infiM-ination gathered thrquuh supervision. 

a. lieport from the training station. " 

b. l orm ysed by the teacher-coordinator or the coordinator. 

l-orms for permanent records. - . ^ 

2 Make arrangements wklf school administrat'roii for ample ;ime to super\ise.iuui coordinate work 
. \education. , r , > ' * . . 

3 Make sure the student understands the plan ani[/hc\purpose of supervision. 
4. Plan a visitatroa.scheduhk. / ^ * ' / 

5 Discuss wWi the empio\er?he plan and the purpose fol't^le teacher-coordinator's or the coordina- 



tor s visit. / • ^ \ 



6 liKor^po^^cdfc following.points into the plan for the \isitation and .supervision schedule: , 

a. Cho^/c irdv^mtageous.thne.- . 
' jl\ Ado^l a casu^U^m^uVn^^.'- ? * . , 

.<-d. ObsLY.e'1hestudA»nt:cii?&i\ill^^^^ ' - , 

^ '••' e. Notetfi&'gL^nerahittijtudV^^ . ^ 

I", t'»9^>ura^e4!)L''advanGen)VnJ'Q^ ^ . 

"g. lOcnli^hepbssibih^^^ 
: , • 7::>Suiiin)a|ulMhe^^^ 

^ . ?r .Secure A writlao^rejiort on tlm^iudentVprqg^ru^ at redUiiir intcK^nlsf 

'9. Mal^c.a p.cfnriaiVent»rea^^ <• J , , 

• 10 .Discus ih^ cvalu£fon witli theiitudem as>o(*ii as \fifs$fh\c aflc^P the supervisory visits. 

. 1 1. Ad|U?{t thl^cour><:^^^t^dy to inci^t,tl^change:s in job"?eqmiiMTicnl)^. / , ^ 
B. Eva]uate-ihecn\ir?Jnfhejit At thiM ^ " * ^ 

^L^-'^i!'^"^"''' ^^^^'F^;*^/'^'^^ i"'^^^iatio^to ti^eTrainlng plan. 

DtscovenrfTiestudetits<c]iedu^ 
, ^ Asccrtauijf ijie stuije.nj is unUt^r supurvW'^^cl cViq^^^ person durina his/her stay at' the 
• ^ . training station. ; . . / ' . * ^.g . . 

4. Deiermine the sincerity oPUic employ^'? regafding ffle trainWof th^ student.' 
0;y\ssvss tliy adequacy of ihe/aciljties.(Rcstmo^^^ \ ^ ^ 

/liic ieacher.coordii\ator of- the coordinator sh^^uia be'fSendlv.jt^hhrtjle empfoyees in the business 
or indirsyy Work educaljon should be'e\pKiinedU«<he empjij>ccs:;tgassufc their complete understandinc 
oi the trainiilii agreement. , ^ _ - , \ • ' 

Coni^ion serr< and tact should be uSell by ihe ^^itcher-coorcjinatorVr the coordinator at all times 
m the'supervjsion of the student at the training-'sutwih He should take, care to visit the training-station 
when It IS convenient to talk K)ttrie,emplo)er.and iiot at peak/produclio'^. tmic,vToo%much time taken 
to tallk; with the student could ort^^itc animosit) bet\U*en* the .employer .itid jlie teacrurr-coordinator or 
'the coordinator. Care should be taken to- a\ert this- type of shuatioiL The .employer expects ^and |ias/' 
a ri^itti^UK'student^stimeinordcnokiiepup-tf^roductiVmscheduie^^ 

.HbeMedchcr^coordinator or thc\H)prdincao/ should contact :ihc employer ftfst wh^cn making a visit, 
if at ;ill p6ssible, iifid see hifn again wheo lea\ ing. This Js a.common cpurtesy and the leacher-coordinaior 
or the coordmator should be most careful in this tespect; Good public relations at all tihics arc very 
necessary, agd the supervisory \isits anj^one ol\the best %)pportu;iities to improve theselrelations. In^. 
the majority of cascs.^tTfe emplpyers are glad .to cooperate with, the school: They feel thai it is a part^ 
ol their civic duty and are'proudoJ'a successful .student. • .\ ^ ' ' * 

\* Visitation should be left to the tccipher^.toordinator's or ttic coordinator's discretion. ^ 



EVALUAI ION AND,FOLLO\v:UP * * 
Siutcss of work education is dcpcndcrtt upon continuous cvalUtition. Evaludtion by the student, the 
parents, the cnipK\\ers and the school personnel pro\idesM more valid basis for change. On? the 
nii^st convenient methods is to obtain writtetv evaluation forhis from the student (sec page 125) and 
tljc emplover (sec page \2}). These lofms should be compl(?Ted after the .student has finished his/her 
irjaining in the training station. ^ 

, \ more comprehensive evaluation (.see page 133) of work education should be undertaken by the 
sc|hool principal vvjth the assistance of stan^members and other\novvledgeable people. M 

| Thc purpose of a follow -up is ti» determine the usefulnes.s of work education noloni) to4he graduate. 
b\\{ also to his u»mnuinitv and soc'ietv. Two main ..ideas of a follow. up program should be the value 
of work education in relation to the work in w hich the graduate is presenti) empl6yed and the improvement 
i>f present and future work education in order to make work education more meaningful. Follow-up 
studies when utilized properlv will serve as a vehicle for indicating the v^ilue of work education jn 
relationship to the total school program. " . ' * * 

\ mailed ijuestu^pnaire is often used in conducting follow-up studies (see page 131). Information 
gainell bv personal ci»niact with the friends and the relatives of former work education students ma) 
be used in follow-up siudits. 



^ I A( rORS AFFKC MNC I MF SIX CKSS OF WORK EDUCA ITON 
leacher-ciH^rdinators and coordinators should be aware of the nianv facto^i^nch aflfect the success 
i>f work eduoatioh and shi>uld take positive action to insure growth and tU^ptaiit^' of work educM ^ 
I he follovvingnire some of the faetors believed to be essential: " ^ > 

1 There must be a.svstem of providing information on work education to- schools, busi 
industrv. " s ' ' ' 

2 There must he ci>operation with the principal and his stalf to schedule work education students 
.that will permit the student io attend his. her trailing slatiori agd-fulhll the requirements of the 
^training agi;eement. ' ' " ^ 

3 There must be cooperation among oUtside agertcies'w h6se inlluenco affects the success of work 
education. vj ^ , ^ 

4 Cii»i^d wi>rking reliftuuis must be established and maintained, with the provincial Department of 
Labour. * ° ^ - . ^ 

^l eachcr coordihators and cOi)rdiiiators must ci)operaje in establishing and utilising training staffgns 
particularl)Hvith regard to the small high school' ' - • ' , 
6 There must be considtration to pri)tect the interpts.of the'emplojer. wjtiu providcCcxrmpfchccsf- 
instruction, facilities and super\ision. * . J) .-ti^ : \ 




7. Thereaiuist Iv assistance and cooperation Jjoni or'<iam/,eci labour> . -^S/- ' ^. a.-^k-.^*' lY-- 



There must be dose observation of provihcial. la\v!s.*lo eaaBVoNvorkv.cyifSiliion Jp rdt(.smb6thr>. 
particularly in regard to , hazardous acctipalioTis and U>odsStrvi<^:esU ffl^^ 
laws for a leholfc be.verages cfl-e in effect.^ ' ..ivf * .-V^^tf' . ^p^' * ..^c • ' ^-^'^ 

9. 'Superior methods.ofcoordriptioj) tnUs; be.dcw , . c^:.' * .Nf'fThV-^ C / / 

\(> Tficre liuist be a careful follovvr.Uf^^f t.l^c, graduates toj^rmtde for con^tto^mprovom^^ ^J^pf^ 
•education. / v , -^^ ' -^^^^k?' " ♦^V. * • ' ...V' *** ' 





4J» 



•PART III 

RESPONSIBILITIES. LIABILITIES, INSURANCE 

- ' ■ v\ 

• • . . . > I 
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'^'^^ ^m '^-'v. ^ "^-^^^ - ^ 
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RESPPNiJlBILITIESOF TH^ DEPARTMENT OF EDUCATION . . 

The Dcpartmcnl of Educaiion* a^umcs ihc Tcspun.sibilit> of Workmen s-CompcnsaUon coverage Vor 
-all students^of work experience, on-lhejobnraining, and cOoperali\e work education. Approval in writjng 
must he ohiained from the Department of Ediitation before implementing any pha^e of worlr education. 
Work education offered as part of the vocationak program.mu.st be approved bv the Vocational 
Education Branch,. . . • ' * * ; 



^Wbrkmen^; Compcn^iition-Act has-been an\ended as ftlTlpw^: 
'•Compen^Jation fpr person enrolled in occupational coursi&y 




a workffutn /// ihc employ of the government ami his emphyment shall be vonclustvel}' deemed to he 
the performance of the \vorkforthai^tht^^ * ' . .^ 
L, . En:S..St. l97Lc46.s.l4 >V ' - " ' . J 

'income ill case of diJsability 2 m 

Wlier'e ajwrumal Injury occurs to a person enrolled hi an^KQupahonal education sQurse as mentioned 
T • m wHectum (4) arismg out of and in the course of his employment, compensation payable under 
J this Part. shalj be calculated ' ^ ^ , = 

fa} in respect of temporar}\dhahilit)\ as though he was steadily employed at the mimmum wage^ rated 
— ' ' f ben prevailing wider the law of Afanitoba; and . ^ * . " * 

^ ^^'^ '•t'T^'^' ^/ permanent tofal disahilit)^ or permanent partial dfgability. as though he was steadily 

*^'nploycd\\ith the maximum \earl\ earnings permitted for ialLlation of compensation under this ^ 

En, 5. Af, 197 L i\ 46. s. 14 \ • * 

. . ; . ^ o • — 

, • '•Rightsimdcrsubsec. (4)inlieuofother1right.s;« . . 

The right to compensation provided by this Pan to a person enrolled in an occnpationat education 

f'r fJI It Ml s\f e%ll mlnUtm^ ^Z^t.tt^ ^^t.i. 

he 

... . . . - of 

personal mjiiry^o. or^dcath of the person ^so enrolled occasioned by any accident which happened 
to him arising out <j£ dnd in the course of his employment, and no action in any c6urt of law against 
the govermnent^\pr the person for whom the work is performed lies Tn respect thereof:* , o 
En.S,AL mi,c.46.s. N: / . J 

™™^Rr5pvn\797r5 "jj; R:i s:rsjfrj9W(2iia Sess,) c. 74. 5. 2. ^ ' 

AniJSM: 1971. r. 46, s. 14. , ♦ 

Auk ^^,AL 1972. c. 46: ss.34&35, • ^ - * 

Of particular interest to students and teachers is Sectipn 4(3), page 5 qf the Workmen's Compensation ' 
Act which states: ' ^ » , ' . . • ' 

''IVJisconduct* ' x ^ v* * * 

Where the injury is dttributabk solely to the serious amhxilful n\isconduU of the workman, no compensa^ 
t ion shall b^ payable unle.^ thejnjury results in death Or serious or permanent disability!" 
. Am.S.A1,.l9^^llstS€ss,},c,7i's,2, ^* - ^ ^ 

. Pertinent pofnts iFtat should be explained to tjic students atid teachers ^re: . ' 
^ I Workmen's Comp^cnsation cover> medical costs which arc.direcil> attributed to an accident which 
occjirred durmg'ihc hours and days spccifiafl in ihtj training agreement for work cducatioq. 
2 WorkfTien'-y Compensation replaces an> l)ss of incormc or any potential loss of income. Benefits 
are provi^pPi case of partial or- permanent disabiH • ' 



J 



I Tht Workmtn'i Cantpfnsaiion Ai /. Chapicr W 200 of |h« Continuing Consolidation of ihc Siaiutcs of Mintioba. 197jOl. p. 36 
2-lbidi' t ^ * 



4*4 



• 4 The Workntfn's Conyf>emaim Aa. Chapicr W 200 of' ihc Coo|ini(ing Contolrdaiipn of ihc Slaiuics of M aniioba. 4970. p. 5. 
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* ' - . . ... • • * . ' 

3, The Workmen s CbiTipC^isalion Board adjudicales each vUim onthe baj*!^ of llie Employers Report 
QLtTijur) or, Indubirial Disease (see page -MS). TheJEniplol^ors Report of Inju^l'dt Industrial 

. • . Dischse {For'ni 2) must be filled ih complcj^^j^iind'afct^ ^ ' 

\' • A^o/tv Not alUlaims are accepied.% • * i » ^ ^ ^ 

4. When a ituJcjnt is' injured, he/she should report inimedialel) to Ihe bupervi?i^r at, the place 
w^ork^nd olMain firsra+d. Tlie student mus( make a full report (see page 111) to the" 

J. tcul*Ker-coordinatp^,Qrjhc.coordittalor/ik 30011 as possible.^ _--4^^^^^ ^.»...__ 

The^student musflnform the attending doctor that lie/'slie is covc'red under W'^orkmen's Compensa- 
tion. rDoctof* includes chiropractors and osteopaths.) " . ' 

6 Mt is impcraii\e to emphxii^ize to students and teaclicrs the need for reporting accidwitb immediately.'^ 
irin doubt, it is belter to fill in the Employer's) Report oflnjury or Indubtriaf Disease e\en4hough'' 
itxc student may not /eel that it is necessary at that time.' The injury may reoccur at a> later, date 

^ underdifferCnt circumstances. - ;/ ' > < - 

7 Make sure that all students are fully Unfornied^ of the Coverage, awiilable under The Workmen 
' f Compensation Act. • * ^ . • , * 

^ ^ Safe Wbrkmen's Compensation covers.onf) those acfivities related to work education which, could 
be deemed necjL'ssary or compulsory. Other exiracurricular activities cK^' not cov^^^ s.* * 

' ^ Forqi 2.. the Employers Report of InjUt)' or industrial Disease, h to be completed 'in* duplicat<i 
;in e\ery i;iise whefe'thc injured persoiTrequires limy kind oY^outsidc help or bi^ieves |herc may 
' be trouble in the future. It is to be compkted,15y whomever is designated by Ihe-pfirOnpal and 
e\er} cjuestion must be answered* fully arid 'cn>mpletcly. Both copies of the form are to.^he signed 
by the principal at the bot'tom of the page and foi;\varded to Mt G\ D, Roberts or lVlr^4*ctcr 
^ .Wilby, Dejpartmeht of Education, llSl Pdrtage-Avcnae, AVinnipeg^^3^ 0V8,. who have Been' 
-V- designated as signing-oQicia^s for the departipent: ^ ^.. ' ' , • \ 

Whenever a student has .been ajvay from school or the trafning station because of an accident, 
a letter should.be sent directly h: The Workmen s Compensation JBoafd, 333 Maryland .Street, 
Winnipeg,, R3G . 1M2. Attention. Mr. A. H. CroiiS, advising as ;o the date the student returned 
to 'schooj or work. ^ "^^^ ^. > * ' v ^ - 

10. Teachers arc not covered under The Workmen's Compensation Act. 

^. '-^ -» i , • / 

, - RESP.ONSlBILm|§OFVfHE SCHOOL^ ' / \^ \ 

Tlje schoo\bo^rd can assist work educatioji by. giving their^approval and by:^ ' ^ ? . ' 

r Providing accident insurance for students andS^achers on a voluntary basis (sec page 1 17). ' 
2. Providing ade'quatc Irabilityinsurancc for teachers and studc'nts'. , ' ^ ^ 

3 Providing \Vorkme'n*s Compensation fOr teachers ^ho 67e officially viMting work education students 
^ at the training stations: ' ^ . " \ ^ . * \ ' 

4. Providing necessary finai^ng tc> ^idpiinisterwork education. ^ , ^ 

5. ^Emplo)ving qualified tcachcr-coordinator(s%' * * * *^ " ' ' 
6^£mployiAg qualified cooa'dinat6r{s).^ 



7. Approving operational 4)udgclsfd> wofk education. 
. \. 8. A§3istingschifols in preparing and.dr,afting local policy. • " * j ' 

% 9. Providing legal aid to its employees. ^ • ^ -* ' ^ • 

, 10 Being awaivthat if transpoft;rtion ij> prov idcd from the>'hpol to the training station fortl\d student 
* ^. on, work education, thcn/the board, is responsible for Vtic actions of the driver, who should be 
adecjAiately covered byiiability insurance. ^ ^ ^ ' ' 

^ ; ' .Vo/r I^th^f student travels to his/Jier tcaining station directly "jfrom hi^mq, then, the board's liability 
. is ao gredter than when the student is ifavelling from home'to.school by^ublic transportaubn/ ^ 
School boards are exempt from liability for aqSdents in certain cases, . *' 

^xcmptld^fprliaDility for accidents in certain causes.^ ^- -^^ — ^ * ' • 

'\in}' pupil ujiicnding an) course in technical or^ vocaiional training as provided in section 156 shalL 
' be deeMed ip^luifc gccdpt^ed the risks inddenlal to I he business; trade, or inditsiry in wbith he is beitig 
JnstriU;ted or trained; cind, if bodily injury or death is caused to any such pupil d^tring or as a result 
of the course, no cause of action fir loss^r damage suffered py r^gson of {he bodily injury or death ; 
api^ies to tije.pupil or to any other person, \ \ .-.c ' • 

0^) pgainst the ^school district or any ofihe tnistees, if it is shown thatl after makmg investigations, 
* , iA^^Wm^*-^ntf^ upon reasonable grounds, tluit the persqn^\ith whom the pupil ^vas 

'^c^-'y ^ , ' * • ^ <^ . \ • ^ ' ■ 



^placed nits competent to give the instruction, and that his plant and equipment were, such as to 
provide reasotiable "safeguard's again^y injury; or ' ' * • ' 

(h) against the person giving the instruction o$ his servants or" agents, unless' the bodtly^mjury or death * 
of the pupil was caused pr contributed to, b) the negligence or the misionduij otH^e person giving- .i^ 



(Lie inmucdon or his servants or agents** 
R.S.M.,c,2l5,s.260;anis 



RESPONSreiOTIES OF THrSCWai? 




The school principal, the icacher-coordinalor. the coordinator and Ihc^ludent have certain respon- 
sibilities iH organizing and developing th^educational aspects Of work education. 
1. The School Principal by: ' ' 

a. Making work education a^^arlable to all eligible students if work education is a part of the school 
program. ♦ . 

b. Appointing a stafT member to the positfon of teacher-coordinator. , / • . 
Appointing staflT-members to assist the teacher-coordinator as required. . ^ 

d. Providing the teacher-CQordinator with adequate time to car% out his duties. . 
^ Providing for the distrimition of work education promotibnal and instructional materials. 
\ ' f * Arranging for the teacher-coordfnator to attend. meetings regarding work edulcation. . - 

g. ' Ensuring that all routined and regulations pertaining to work education^arc adhered to. 
h 'Ensuring that all the students and the teachers, participating in work* education are fully aware ^ 

of all regalalions pertaicpg to work education. « i ' ' 

i Ensuring that student is not placed in a hazardous work silijation. 

Being aware of the activiti(35 of his^taflT. ' ^ * \. 

k". Evaluating .^vork education. • ^ . ^ • * * 

1. Ensuring that thestudents and the teachers are covered by accident insura'iice 
. 2i The Teacher-Coordinatof and the Coordinator by: ^ » . i 

. ' a. Becoming familiar with thK^ohilosophy of work education.' > ' 

b Emphasizing the iinpbrlanceVv^^^ exposure and carceV investigation to the student. 
% c. Suggesting assignnien;^ to cq'rrtlate the school subject with work education. . . . 

, d.^Providing liaison within the sehoOT and in the comfnunily. , , . - . ' " 

-e.'^Distributiag forms and other published information. / ^ ^ 

; f Consulting with the subject teacher regarding the jtSdent posting. ^ / ^ 

Nod*' Each teacher teaching s specialty subject to that student must be consulted regarding 
the student's posting. All placements must be confirmed by the. teachers concerned, 
~ jg. Processing all the fqrnis relating to woTk'educafroh., . , ' ... • ^ 

h. Visiting the student at.thc training station as limo-permit?. • 
V ; i. Mainlainiiig records arid forwarding information as-re^ . ■. • , ..nV.. 

j. Locating iraiaing s>atiOns.- ^ . ^ . "\ ; , . ' ^ • *; J_ '^-^ -k^^^^'^^^ 

k Ensiiring thai the student is adeiquat^ely covered by Workmen's Compensation and personal ^ 
accidenfand liability insurance: " ^ ' |^ ' ? -^fl^^W^^B^ 



M 



covered by liability and- 



^hi ijltnsuring that tfte leacher/coordinator^r the coordina^r is adequately 
; . accident insurancd^^^e page 117). ~'^f'y% i[ " V ' ^ 

m Ensuring that the parent^ an0 the .studenf§ are, aware of all aspects of the training pi 

. : . . oDhe aldiAipnalriskswh mwo\wc^::.,^Si^^^^^^^^ „ _ . , ....^ 

, n Ensuring that no student is placed in a training station that is not cdmpaiibie with his physical v ^~ . "71 

,cOnditi6n: 7;. . ... -^'''^ '^"^'^^^ v ;^]|. ^ ^ ' ^^'^ f: V 

' 0 Ensuring that there will be oboi'dination between the ledchec-coordinators and the coordinators . " * 



p. Ensuring conrfant evaluation df work education. 
It. should bQ 



J - .7- ^oted that the Maniloba^Teacheh Sodety tarries liability insyrance for its members/ 
for (fontractual liabihjjcs. property damages and^ bgdiiy injuries arising put oCschool or schooi-sfeonsore^!.^ 
activities c\t<*pi yihiic the liability arises out qf "thc.op^ration of a self-owned automobilt. If the 
teacherfcoordinafor ocihe coordinator i^ ysing his own auiomdbile to transport other teachers or.sludcnts, 
heshquWjObtainadequate.tnird-party liability ^i * . ' • 
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The following paragraph appcars'ih the Manitoba Tieachers' Society Handbook: ' , 
^^LiabtlityJnsuratjcci . ' 

Tht' Sotk'tys liability msuraiKc polit) provides toverage up to S250,i)00 per member for chums arising 
from Lontraaual liabilities^ property damages and personal' pr^bodil} injuries artsmg out of school 
or school-sponsored activities extept where the Itahility arises out of Vie operation of a self owned 
automobile. Therefore, teat hers w ho transport other teachers or slM^^ts, either gratuitously or for 
i,ompensa(ion,,should (a) obtain adequate tjiifd-parfy Itabdity insurance coverage, (b).notify the insurance 
^gcnt requesting ^overage for ot^asions when they transport passengers (if the vehide is used regularly 
to transport passengeri for^pay, the tompany may require a passenger endorsement at an additional 
premium), andjc) in tase ofattidents in whith passengers are injured, notify the agent, the employing 
School hoard and The Mtviitoba TeaJiers* Sotiety. All claims, inquiries and reports on situations which 
might restilt 'in Jaims should be directed to 'the Society*s central office. The insurance pays the costs . 
^ of any invesUgatton, legal defence and, if xlamages^are awarded,.the damages up to $250,000 fgr each 
Xlaim. , ' ' ^ 

" ■ , - ^ 

, Principals and teachers ma) be exempt from liability for accidents as quoted above 4n Section 278 
of The Public Schoots Act. Hovyever, this mayjiave-to be decilied in a court of law. 
3. /rhe Student by: , . \ 

a. General Rosponstbilitles ' . / 
( (|y Introducing himself/hersplf formally to the appropriate people upon arrival, 

(2^ Thanking the training sponsor and thc.employees at the training station for theifassistance- 
'; and cooperation. ^ / 

b. Routine ResponsibtHttcs * . \ 

(3) . Obtaining written parental consent to participate in.\v6rk education. . ' 

(4) Providing proof of Adequate medical insurance coverage. 

(5) Providing proof of age. This proof of age must be any of the following in order of preference. 

(a) Birth certificate 

(b) Baptismal certificate - < ^' 

(c) Bible record , * 
> Note Birth certificates (jiay be obtained upon application from the Office of Vital Statistics, 
' Room l04;Norquay Buiiding, 40 1 Vork Avenue, Winnipeg, R3C 0P8. 

(6) Being willing to purchase school insurance at the request of the school. 

(7) Providing his/her own transportation to 'and from the training station. 

(8) Studying Secti9n 5 of The Employment Safety Acj. which states:. 

"ResponsibUity oremployecs^ v * • - . « 

* Every employee shall • • ?^ ^ * * • 

* (a)^taTiejalLceasonable^an(Lneceisaryi.precauti6m^ 

■ * ' ^ of his fellow employees during Vie course'ofhis'ih^ployment; and ^ 

(5) at alljimes use all devices, and wear all arftctes of clothing, 'designed' or intended for 
his protection a)id /urjiished tp him by his employe qt&^equired to, bi used and worn 
by him under this Act or the regulationsr , 

I965,c. 24j: 5. ' 

(9) Studying The "Employment Safety Regulations under The,. Employment Safety Act ^hich 
states: * ^ » . , ' '"^ \ ' ' . - 

"Personal Wearing AppareP , • I* ' ^ ^ 

• A workman shall not wear personal wearing apparel ojf a type ahd ^condition that would . 
. expose him to unnecessary arid avoidabl^azard^y - . * i> 

. ,^"Where there i/ a danger of possible contact with moving parts of equipmeni the workman , 
shall * . ' . 

ia) wear clothing that shall fit lightly about the body, especially around the neck, wrists 
and ankles; ' * , - ^ ^ ^ ' 



i. The Manitob^aTpachcrs'Sodciy 73-74 Handbook. McMasicf House: W^ ' , n;, . ' 

2 The Bmploymtnt Saftty Act. Chapter E 90 of The Coniinuing Consolidajion oj;ihcSiatuteS ol" Matiiioba p. 2. ^ ^/^ ^ 

3 The Employment Safety Regulaiiohs. under Tht Employment Safely Aa^ Chapter 24. Statutes of Manitoba 1965, Sections 8.80. 8.82, and 
8.84. p. n. j4 ' " * 'I '^^ ./ 

'26 ' ^ ' : . : . 




/^ft)^ /lo/ )vtv/r dangling neckwear, bracelets, wristwatclies, rings or like articles') hat m jy 
^ present a potential hazard to the mrknieny « « * ^ • ' 

''Work people whose hair is long enough to become entangled in machinery shall wear . 
adequate hairnets, or close-fitting mob caps'\ , ^ - 

; ^ ;RESPONSIBILITiESOFTHEEMPLOYBR . , , 

The employer must understand the responsibilities and .conditionsj[egdrd[ngJiib participation mjwol^ 
education and be willing to assist ihe.schobi by: ^ , - ^-^ w 

, I Ensuring that his place of employment conforms to The Employment Safety -Regulations and 
The Employnient Safety Act. ' . 

2 Giving adequate instructions to the student in the proper and safe use of any equipment the 
student might be asked to operate, * ^ ' . 

Providing a suitable training station in which the student can participate and observe m accordance 
/ with hi*s training plan. ^ * '/ ^ 

4. Arranging for participation in work education without replacing pardemptoyees. ^ 

5. Making suggestions to tlie school regarding any changes in course content/. 
6 Informing the stud.ent of specific safet) and fire regulation^ and other routines, and ensuring that 

He/she wear? the proper safety equipment. . » 

"7 Accepting only a student whose dress, grooming and deportment meet company standards. 
8, Providing adequate insurance coverage for all his employees. « . 

, ^> Maintaining an attendance record and ensuring completion of the student's evaluation form. 
10. Discussing the values of edijpation in his/her chosen career with the student. • 
' ^ II Prt^ding information on the specific type of business or industry in jwhich h6 is engaged^ 
12. Reviewing jSeetion 4 of.The Employment Safety Act which states: ' ' / 

''Responsibility ofenipioyersi - , /■ • ' ' * * 

Every emplovef shqir r • < ^ ^ 

(a) take all reasonable and necessary precautions, to ensure the safiny of his employees during the 
course of their employfyient; * ' J ' 

' (h) pUur and tnaintain in good condition adequate fences and barriers in areas of danger under lus. 
control; ^ . ' . . ^ ^' • " . , . * . -* 

(t) plate and maintain in ^ood condition sucl{ guards, gnd safety devices on equipment as may be 
reasonable to make t he equipmen fas safe as possible; ^ ^ ' * ^ , ^ « 

. yd) adopt and practise^ protedures attd techniques designed or intended to prevent or reduce the rish . 
of infurytp employees; jmd - ^ . • ^ - ^ * 

• (e) post, and maintain In 3 clearly legible condition, signs and notices warning employees of known . " 
. dangers! Yi . V . , . ^ , » ' - ' * • . 
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RESPONSIBILITIES OF THE COMMUNITY ' - 

The community has an inveslfiT|>nt in the vocational education of its young people,;therefore^ co;nr^nity 
citizens have the responsibility to provide for the yqujh_ofJyIai3itpba.the,„bestJn.^^ 
In respect to work edUcaiionl community members as individuals can help by:. . . . ^ 

I ''Assisting the teacher-cQordinator or the coordinator in locating effective training stations.* 
|-2. Promoting and publicizing the work'education concept. . _ . ..^^ 

' 3; Involving their service clobs, church or^anizations,*^wdmen's groups, professional associations^ and ^^r^I^ 

^; bujihess^associales in work educaUonj eilher as participants Or as.promotcrs. A . . 

4 Forming interested-atea group? to'advise and assist the teacher-coordinator or the coordinator. , . '1^^^^ 
• ^ Supplying information on part-time of casu^rc^mp^j^ent tathe ^eacher-coordinatqr or the coordina- 

6. Providing training stations in volunteer or charitabk organizations. / * , 



mai.opportunities.. ^^^^^ 

tions'., \ . ...>.c;,v-%^i /^^^^^ 



1 




^ \ 7'/i<'Am^/o>7rifrtrS<i/c/>'/Jc/. Chapter E 90 oCThcCo^^ . 



^^^^^^^^^^ "« 
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'\ JRESPONSIBILITIES OF THE FAMILY 

The family cUn assist in organising and developing work education by: 

1. Supplying Manitoba Medical Services Insurance number. 

2. Approving the ap{)Hcation/cohsent form. 

3. Becoming familiar with work education.' 

4. Requesting ai^ alternative training station if^necessary. 



in summar), min) uf the ^ni|>vcr^_to-qucstions^^ 



and the school division' or its^servants rcst 'with Tegahcounsel. 
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1 SCHOOL LETTERHEAD STATIONERY 
* • COMMUNITY SURVEY 


/ 

* SAMPLE , 


PLEASE PRINT-: ' 






lYunic.^oi uusincss --^^ 


»^7S ' — ^ — 






Phone 


^ % 

? • 

> . - i 


/ 


Title 




1. Doyou ha^c diffrcully 


, .t . 

m obtaining trained pbrsonnel? » 




Ycs_ . ' ^ No 







^ > 



II. Do ydUhave openings for trained: (U)dicate^slumbor) 
•Part-time employees? YeT 



Full-time employees? Yes^ 




•No 



III. \Vo\ild you employ trained vocational graduates? 
A. Yes.^^ _ Possibly No 



Numbc* of Students: 

Male; remale_ 

C. Types of }()bs available 

'■ , 

3. ^ ; 

, 5. ^ ' 



(list actual coijm'ttnts olf reverse side with.any 
special employment factor-s,) . ' 



2 
6, 



IV. Will you hav^ future need for'Uained Career minded people? 
'Yes. No 



If so» indicate tl\e number required; 



Office Positions 
Sales Positions 
Technicians 
Repairmen 
Craftsmen 



^ Part*fime 



Full-time 



Male *. 



Female 



\ 



IT ^ 



Are you willing to participate in work education? 
Yes Hp'\ 



7.f 



35 



35 




PLEASE PRINT 
i Training,Slaiion:_ 

Location: 

Manager: 



SCHOOL LETTERHEAD STATIONERY 
COMMUNITY SURVEY FORM 



SAMPLE 



Rale the following: • 
1. Training Station 
A. Wooing conditions: 



B. Atmosphere: 



C. Respectability in-community: 




D. Hours ot N^rk: 



T. Attitude and appearance of employees:. 



F. Accessibility to school: 



General Comments 



\\\ . •• • 



« — = ^ i 1 ^ 






• J^ 




— II — V . *w 


n. General Aspects , '\ 






, A.* Location in community:/ 








\# 




- — ; 1 ! . 

Special requifemerfls for hiring: * • / 








* C. Special training offered by business: 












,• . ■ '—^ ^ 

D. Hours firm is open: ; .. *» . ^ " 




— '■ ^ — • 








• . - 1- — r '— 

E. Special training needed: 




i ^ ^ , . ..^ 


^ ■ . — --r- h — — ^ — ' - 






F. Preference for male or female employees: 






^-^T--^ ^ ^ — \ — r — — ^ 







^36 



3? 




, i ■ ^Confd) " ■ • ^' • ^ ' 

G..Prefc/ence for colleg«f,oj high school sluden,t:\ 



Your evaluation of tmining station; include strengths and weaknessei^•'' 



1^ 



* Ifl. Wpuld you place a W.E. student in this station? Give reasons 

_ — . ... ^ 
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1SCH00L LETTERHEAD STATIONERY 
TRAINING STATION DATA CARD ^ ' f 



SAMPLE 



PLEASE PRINT 
I. Company Name: 
Address: 



II., Person to Whom Student Reports: 
' Job Title 



III. Activities to be Observed: " 



Phone: 
Date: 



Number 6f Students Desired: 
Male j^Female 



RECOMMENDED HOURS OF OBSERVATION, . 

From P.M. To_ P.M. 

3 we^s ^ 

■ Other 



1 week^ 

2 weeks 



IV. Type of Student Desired (Scholastic Background, Interests, Abilities, Etc.) 



y. Special Instructions (Clothing,Btc.) 



SCHOOL LETTERHEAD STATIONERY 

^TUDENT SURVEY AND 
APPLICATION EOR WORK EDUCATION 



SAMPLE 



PLIiASL PRfi^T 



. • Date 



I. Name 
Ago / ♦ 



Grade & Homeroom 



»Date of Birtli' 



Height Weiglu 



Homeroom TeacherVName 



Condition of health 



Absences last year 



Reason{s) for Absences 
Mecical Record 
Do yoii plan to attend college^ 




Average gr'ade last year^ 



^^Special5kills_ 



What activities do^oii^take part in? 



II. I lave you definitely decided up9n au oocupation? 

Jbb preference for Work l£ducation?_5 | 

. ± : 

Where? • ^ / 



_1 If so. what?v 



1st 



Have you ever been arrested? 



HI: PRBVieUS BMPCOYMI-Nr 



Are yoii" working now? 
What jdo y<sfWo?j_J 



If so, reason? 



ERIC 





Dates, 
l-i;om °To 




^ Hmpl^yCr ^ 




Job Title and 
Supervisor's Name 






Name.^ 






* 




■" 


Address • 






u 


> 




Name 










Adcjress • * . 





IV. Occupation of Father or Guardfan 
. ^ Firm 



Occupation of Mother or Guardian 
' ' " Firm 



Work education is expected to broaden tl^e student's knowjedge and provide an opportunity to develop and 
practice skills in a real working environment. 

vSome expectations for work education are that the student will: 

A. have an opportunity to participate in meaningful work, 

• 47 



(Cont'd) • , ^ 

B gain an understanding of the importance of developing acceptable work habits, good grooming, ^nd llie 
need for self-discipline, ^ 

€ learn about the 'organization of business and the relations'hips of e^mployee to employer, unions, and 
goverjiment through direct contact with these agencies. ^ ^ . 



of 



as parent or guardian 



hereby consent to my son/ 



daughter being cnipjoyed for the purpose of work education. 

1 under*s\and there may be no remuneration and that the place and time of work education, will be determined 
by the school. , ' ' , 



(Signed) Name_ 
Address 



Phone No', 
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^HOOL LETTERHEAD STATIONERY 
STUDENT SURVEY AND 
. APPLICATION FOR STUDENTS ALREADY WORKING 



SAMPLE 



PLEASE PRINT 
, I. Nahie 



Last 



First* " 



Sex 



Middle 



Date 



Address 



/ 

Place of Birtli 
Heiglit 



Street and Number 



Phone No. 



Area Code 



Date of Birth 



Age_ 



Weight 



Grade 



School ' 



CouiiseloV 



Future Flaiis: Community Collefie 


University 


— *- : ^ 

Work 




• 

Present Employer (Name of Business) 








Address 






Phone No, 


. \ 


Training Sponsor 


i, . 


/ 






Date Started 


Hours Worked 


Days Worked 


• 


Duties 




















List other jobs you have helU on campus and off-caftipus: 






NAME OF EMj/LOYI-R 


DUTIES 


* FROM. - TO 


REASONS fk)R IJEAVING" ' • 












i. 








' 


* * 















. / 








• r ■ 

Extra-Curricular Activities: 


t 









of 



daughter being employed for the purpose of work education. 



as parenTbr guardian 

hereby xonsent to my son/*! 



I understand there may Be no remuneration and that the place and time of work education will be determined * W'' 
ay the school, ^ 



(Signed) Name 
Address 
Phone No. 



PLIiASE PRINT 



SCHOOL LETTERHEAD STATIOnISrY 
MEDICAL RECORD (Confidential) 



• ' SAMPLE 



I. Name 



Date 



;Studeiu Number 
Present Address 
Phone Number _ 
Age ^ 



Birthday 



Weight 



Day * 
^ ^ Male 



Month 



Year 



Heiglu 



Female 



II. Manitoba Medicab Registration Number 
Naii^ of [-amily Doctor . 



r , — ^ — , 

Address of ftimily Doctor * i ' . 


Phone Number of Family Doctor 








III. Fariier's Name . 








Add|||<v Same as Above □ or 


J . 






• l'ather"s Phone Number at Home 


X . « ■ 
i ' ArWork 


V. 




Mother's Nanie 








Address Same as Above □i)r 




— •• 




Mother's Phone Number at Home 


A I Work 






IV. Arc you an epileptic? 


' Hemophiliac? . ' 







Do you have black outs? 



Sugar Diabetes? 



Briefly.descxibe any defects in sight, hearing, speech, or other physical impairment. 



v., Give details of any illness, accidents, QT-opjeraii6ns within the last five years. 

. U L _^ 



Signature of Student 
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SCHOOL LETTERHEAD ST^^IONERY 
STUDENT POSTING SLIP 



SAMPLE 



PLEASEPRINT 

TO:* Parent or Guardian: 

♦This is to inform you that 



of 



Name of School 



» * Name of firm - 
for exposure in the 



This studeivt'shall report to 



for work education for the period 



Date 



Name of Student 
enrolled in work edu'cation. is assigned to 



at 



■Address of firm 



neld(s)/departments 



Name of firm and title 



to 



V 



IN CASE OF ABSENCE: 
This student is to notify: 



i: 



School official 



Representative 



SPECIAL INSTRUCTIONS 



at 



at 



School 



Organization 



Telephone 



Telephone 



Teacher-Coordinator or Coordinator 



0 ^ 



oi 




• ;rSe«OOL LETTERhBAD STATIONERY 
' LETTER OF I^^TRODUCTION 



PLEASE PRINT 

rTIUS WILL INTRODUCE YOU TO 

Agc_^,l ^ 

TJiisstudenLatlends ' - 

address 



Phone Number_ 
Phone Number 



WHILE ON WORK EDUCATION WITH YOUR COMPANY THE STUDENT IS: 
1. Insured by the ^ > .* ' 



Name of School Board 

H. Responsible to the School for his/hJr behavior, punctuality, attendance,\attitudes and ; 
^ general performance , . * • 

III. Not expecting rejuuncration , * ' *C 

IV. Required to inlbrni You and the School if on any day he/she is unable to report fpr <vork. 

IF THE STUDENT RECBlVES'lNJURY TELEPHONE ipiEDIATfiLY TO ■ 



PD:ASE REPORT TO THE SCHOOL IMMEDIATELY IF THE STUDENT: 

A, Is absent from work; 

B, Disobeys or Ignores conipaK^ rules or regulations; 

C, Is not desired as a work/fcducation participant. ' 



SAMP LI 



\ 



, SCHOOL LPTTERf/eaD STATIONERY 

WORK EDUCATION TRAINING AGREEMENT SAMPLE 
PLliASE PRINT ( . . . - ' Da,e. ^ ; r " 

I. A. NameofStudem: Jab Title: 

. Address: p,,^^, ^o.: ' ^ ^ ' 



B, Name of Empjoyenf 



/ 



Supen/ising Officer: ?o%\i\on: 

Cofupaii/Address: ■ ^ p,,o^,e 

I. General Agreement 



• 9 



'Tfio student named in "LA** shall be employed under work education by which the student shall attend'school 
and work under the arrangements set forth below: ^ • ' 

A. PARTIES TO TUli-AGRHEMHNT: The parties to the agreement shall be ~ ' ' , 

1. The student {with,parental endorsement) named in "Ir A" abok . ' 

2. The employer named in "I. B" above 

3. The 



^ School Board 

B. PHRIOD OF AGRliliMENT: This agreement shall be in force from 



to 



'^'""^'^ . Year Day - Month , 

unless terminai^a before that date by one of the parties to the agreement, • 

C nOUHS OF WORK; This agreement is applicable to work education employment during the following 

times: Any part of, or all of, each week-day or days from ^ to 

^ except statutory holidays^. ^ * ""^ ~^ ' 

D RFMUNjpRATION: The student named in shall not receive payment of any kind oT the work he/she 
has perfo_rnR>d for the employer ifamcd in B" during the. times specified in sections Y^' and*1I; C". - 

Note- Should the'stftdenttnter into an agreement to engage in work^or periods over aijd above that noted in 
sections "ILB" and "II.C'\ that period of work sIThlLbe subject to the regulation of Tiie Employment 
Standards Act. ' - ' ^ ^ ^ , 

H. DUTIES: A gen.eral statement of duties to beset forth by the employer. 

F. SUPFRV4SI0N: * , * ' 

^ I . The direct supervision of the student employed under'this contract shall be vestqd in the employer 

- ^ _ — J - reserves the right to 

/ School Board i * 

maintain, tfirougli the teacher-coordinator or coordinator, or other staff member, contact with the 
student at the station in order^to assist in directing the training at tlie training station. 



G. INSURANCE: Liability insurance shalNj^overedby 



V 



School Uoard / , , Enfployer of Student ~ 

53 . 



♦ ^ 

Note- The Department of Educatioit assmnes the responsibility 6f Workmen's Compensation coverage for all 
students in work educatioi.i. ' . . _ . , * 

^ 1.1 WORK EDUCATiON UVALUATI6N: The employer shall be supplied with a standar'd form for reportmg 
at regular mtervals to the teacher-coordinator or coordinator regarding the evaluation of the student. ' 

" » ' * 

I FULL-TIME EMPLOYEE TENURE: The employer named in -|.B'^ above agrees that his participation in 
work educatioA will in no way affect the tenure of any jegular full-tW employee presently on His staff 
nor his hirinjf practict»s in tegajd to full-time employees. - ^ 

Signatures required: ' . ^ > 



Employer 



Student 



Parent or Guardian of the Student 



Teacher-Coordinator or Coordiijator 




/ 
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TRAINING PLAN 



^ -PLEASE PRINT 



Nainc of Student 



V . 



, Pccupalional Objective 



Occupational>Area^ 



SAM.PLE 



Effective 
Date 




. er|c 




75 



{Conr'd)' 

r 

Date of Training Plan 



Learning 
Experienj;es 



. Attitude^ 
Mli^Personiri Gropming 
MI. nuinan Relations 

A. Stipervisor^ ^ 

B. Personal Policie's 
^ 1. Employment 

2. Training 

3. Promotion 

4. Wage and Hon 

5. Scheduling 
Minel Problems 
pensation Plans 

inid Problems 




ir^bu^v^ 




IV. Houselceeping 

A. Merchandise Ca're 
. Business Practices 

A. Economics 

B. Business Math 
I. Markup 

" '•' 2. Mark-dowiT " 

3. Open to Buy 

4. Turnover 

5. Bookkeeping 

6. Financial Analysis 

7. Business Law 

8. Inventory Cont'rol 

9. Stockkeeping 

VI. Market Information - 
♦ 

' A. Merchandise Knowledge 

B. Buying^Practice? . 

C. Vocabulary 

D. Credit Practices"*^ 

E. Pricing . / o 

VII. Sidles and Services Tecljniquos 

A. Steps of Sale 

B. Use of Cash Register ■ / 

C. Handling of MoiiQy . 

D. Check-Cashing Procedures - 

E. Fit»ting of Mdse. to Customer 

F. Sales Promotioji^s ' / 

VIII. Display. * . • ' 

A. Techniques 

B. Types 

C. Planning 
b. Budgeting 
E. Evaluation 



Check Where Ir^struction Will Be Given 



Training 
Station 



Date 
Achieved 



X 
X 

\ 

X 
X 
X 
X 
X 

X 
X 



X* 
X 



In-School 
Group^ ^Individual 



X 
X 
X 



X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 

X 
X 

_x_ 

X 



X 
X 



X 
X 
X 



X 



- Date 
Achieved 




ERJC 
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(Cont*d) , / 
Date of Training Plan " 



Leanung 
j[ Experiences 



IX. Advertising 
" - A. Planning 

B. Budgeting 

C. Tecliniques 

D. Media* 

H. I'val nation < 
. X. Inventory 

A. Typej> 
I B. Coding 

i. Cost &*Producl 

C. Inventory R'ecord Analysis 

XI. Department and Store Layout 

XII. Department and Store Security 



Check Where Instruction Will Be Given 



Training Date 


In«School 


Date ^ 


Station Achieved 


Group Individual 


Achieved 










X 






X 






X 


• 


* 


X 




X 
X 


X 




X 

1 


X 
X 

X X 

• 




« 

i 




r 




V * 


\ 

f 
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TRAINING plan' 
DRAFTING 



SAMPLE 



JI 



\\\. 
IV. 



Title ol' Jlpb: Draftsman (a two-year program) ^ 

Job Description* Prepares clear, complete, and accurate working plaii^ and detailed drawmgs from rough or 
detailed sketches or notes for engineering or maimfacturing purposes according To specified dimensions; 
makes final sketch of the proposed drawing, checking dimensions of parts, materials to be used, tlie.relation 
of one part to another, and the relation of the various parts to the whole 'Structure, inks in all hnes.and 
letters on pencil drawings; makes charts for representation of statistical data,' makes designs from sketches. 
Career elective: Draftsman 



Areas of Experience and Training: 

A. Iivstrimients and Equipment 

B. Applied Geometry 

C. Freehand Lettering 

D. Orthographic Projection ^ 
Ik Dimensions 

!•'. Sectional and Alixiliary Views 
G. Working Drawings" 
li. Screw Threads. Gears. Weldmg 
L Pictoyal Drawings • ' 
J. Piping Drawings and Schematics 
K. Development Drawing ^ 
L. Revolution and Rotation * 
M. Architectural Drawing * ^ 

N. Structural Drafting 
' 0. Topographic Map Drawing 
P. Reproduction of Drawings 

Detail of Areas of Experience and Training: 

^ Planned Learning Outcomes 

* A. Introduction - * 

1. Jntrodiiction to drafting 

2. Objectives of drafting 

B. Usiilg Instruments and Equipment ' - , 

1. Select instrumentSMnd equipnyint 

2. Use tracing paper *andK;loth 

3. Know types and uses pf drafling instruments 

4. Clean and adjust drafting equipment ' ' 
. _ __5._S_harpeitdrafting pencils 

6. Sharpen compifss leads 
' r 7. Place and fasten drawing paper . 

8. Draw horizontal lines * . ^ 

9. Draw vertical lines ' * ^ 
i 10. Scribe circles ^ , 

> I h Know about indihes lines aij^d use of triangles-" 

1 2. Hrase Imes , 

13. Draw lines to scale ^ ° 

14. Draw irregularjjr^^rves'* *# 
15; U«e inking equipment 

C. Learning Applied 6«Q*metry 
« 1. Bisect straight lines^ ' 
'2. Bisect angles 

3. Bisect arcs * " , ^• 

•4. Divide a straight line into a givpn number * 
of equal parts* 

5. ' Construct regular pentagons 



Training and Experience 
In Class At the Training Station 



X 
X 

X 
X 
X 



X 
X 

.x 

X 
X 
X 
X 
X 



X 
X 
X 
X 
X 

% 

X 
► X 

X 
X 
X 

X 
X' 
X 

X 
X 



I Ma«;oii and Mairtcs. Coopcrativc'S^^cational I diication. nxhibifA.5 (Danville; III.. InteJstate Printcr?r%^) 
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LC 



81 



ERIC* 




(Cont'd) ^ - , 

Planned Letirning Outcomes e 

^ 6. Constructiiexagons^'-* 

7. Construct polygons " , ' - * 

8. Drawejlipses ^ 

Locate the centre of a circle through three 
given points . • . 

10, Draw lines Uilgent to given circles' 
D. Learning f'reehand Lettering-^and Sketching 
I. Letter freehand *. 
^2. Sketch freehand , , / 

3, tearn isometric sketching 

• H. Leai:^iing Ortliographic Projection . 

I. Pencil a drawing ^ 
' 2, Prepare a three-view orthog^;gphic (iriwmg 

* 3. Learn orihographiV reading 

4, Practice in orthographic projection 

5, Lay out title blocks } 
, • F. Learninjj Dimensions 

1. Making arrowheads 

2. Place dimensions ^ 

3. Learu matcrialsymbols (section) ' 

4. ^ Learn shop terms ^ 

5. Learn manufacturing precision 

Ct. Le^irn American Standard Associatio;i 
7, Classillcation of Pits 
8.,, Learn precision and tplerancc 
'r*^. Check drawings * 

G. Learning Sectional aiicl Auxiliary Views 

. I.J Make full-section drawings 
" 2. Make half-section views • . 

3. Represent brokern section views. 

4. Construct dtJtail or removed section views 

5. Illustrate phantom section views 

6. Construct auxiliary views * ^ 
i H. Learning to Mak& Working Drawings ' y 

1 , Learn, types aud use^ of^ working drawings^^* 
' - - 2, C\)nstryct detail drawings ' 

3. Make assembjy^drdwing^' ^ 

- -4rMcik"eMaymirdr^wings~"'' "-^^ 7 

\. 5,JVcpare bill oTmaterialsJist ^ 
y Learning to Draw ScreKsr/f breads, Gears, Welding 

1 . -Draw scr^jw threatli\ ^ ^ ^ . ; ' 

^ ej.lixecute welding drawings - . ; 

5v_ Make wfifdi;i*g drawings symbols 

4. rRepresent and spacify gears * . 

'J, Learning 40 Make Pictorial Drawings ♦ • 

• r. Develop-insoinetric projeclion drawings' 
2^ Sketch pictorial drawings; \ 
3. lllush-ate dr^ngsv . 
' 4, Sliadc4)icto^|ia\vingS ■ ♦ 
/ 5. K'nowspccja^i^lllg methods 

Isi. LeuVning to Make ^^jpDrawings and Schematics 
, V 1. bevebp-pipe tln^ms ^* 

2. Specify f>ipe and mtings" 

3. Make pipe drawings . - * ^ 
'a. Dinjension pipe drawls . * * / 

. 5.. Make ^pe schemat^ie drawing ' ^ r 
6. Make eicctrftial schematic drawings * " / 

1/ ■ »'" 



Training and Ex^erienc^ 
In Class At the/frajning Station-- 




X 
X 
' X 

X 
X 
X 



X 
X. 



X 
X 

r 

X 
X 

' X 

X 



* X 

X 
X 

X • 



X 

x' 

X 

. X 

X 
X 



X 
X 
X 
X 
X 

• X ^ 



2> 



X 
X 
X 
X 

X 
X 
X 



X 
X 
X 
X 
X 

x^ 
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(ContU) 



' Planned Learning Outcomes - 



L. Learning Development Drawing » 

1. Lay out development drawings ^ 
^ 2, Classify lines and surfaces 
/"^^ 3. Make intersection dravving*s 
» 4., Do development practice 
.J M. Learning Revolution and Rotation 

1. Make revolution drawings 

2. ' Do development practice - j 
N. Learning Architectural Drawing 

1. Introduction to Architectural drawing 

2. Know architectural terms 

Know types of house architecture ^ 

4. Make preluninary studies 

5. Develop plot plans 

(>. Make presentaiton drawings 

7. .Ifse archilecuiral symbols and conventions 

8. Make floor plans , 
^).^imension architectural dt^wings 

lOf Letter architectural drav^ings 
I K .Make wall sections' 

12. L^ Out eieyation>. " .* ^ « 

13. Make detau drawings 

, * 14. Make perspective dra\yings > 

15. Draw speciHgations 
0. Learinng Slructucal Drafting 
^ I. Introduction to structural drawing 

2. Know structural terms . • 

3. Specify structural steel 

4. DiniensicMi structural drawings 

5. MakcStructural workitig drawings ' \ 

6. Develop structural detail drawings s 
■^^.'^^'arpoStructural nptations and detailing information ' 
H.^Make'tiniber-structure drawmgs ^ 

Make masonry-structure drawings * * 
^ P. Learning ^Topographic Map DrSwing 

\. Devclojvtopographic drawing 
^ >'2. Use ^p6graphic drawings 
_ > - i;;ny^ou t plates " A ( ~ * 

4. Know classification of jnaps and topographic driiwmgs, 
0 Learning Reproduction of drawings 

\> Operate and maintain reproduction equipment • 
t. Make O/al'id prints . ' - 

^. Make blueprints ^ ^ * ^ 



\ ' ' TRAINING PLAN^ ' * , " ' 

> > ; . CLERK-STENO^JRAPHER . , ^SAMPLE 

' I. Titleof Jobf Clcrk-Stcnographcr 

II . Job Description: Perforin secretarial duties for the three stall nieinbers. Duties include tnking^dicialion, 
transcribing, typewriting, duphcating, assembling, filing, ordering supplies and materials, assisting institute 
participants, answering the telephone, and doing other tasks requested by employers. 

III. Career Objective: Lxelutive Secretary 

IV. Areas of Experience and Training;*. 

A. Taking Dicialiojiiand Transcribing 

B. ryt3||.'writrng \ « - 
C*. Duplicating < 

i D. Assembling 

hlhhng V ^/ • 

I'. Ordering Supplies and Materials 

G. Assisting Institute Participants 

H. Using rh,e Telephone * 

I. Public Relations 
, J, Office Production TeclniKfue^i 

V. . Detail of Areas of Experience and Training: 



Planned Learning Outcon\es 
/(: Taking Dicta'tion and Transcribing 
L Learn to takt' dictation rapidly 
2. Learn to transcribe shorthand notes rapidly 
,v Learn to operable and transcribe from Kecordall 
briefcase tape recorder ^ 

4. Develop :ibiliUf to produce accuiate copy consistently 

5. Stud> the nipJ]or samples of pre<fious correspondence 
and other transcilpis.. 

B. Typewriting , 

1 . Develop accuracy at a rapid rate - 

2. Learn to ust; IBM Executive typewriter skillfully 
^. Learn to lyp^ attractive letters 

4. Learn to. type class transcripts 

5. Lejirn U) (ype texts 

(>, Learn to p'rvpare attractive tabulations 
7. Learn to make inii^tiple carbtfns 

Learn to-corrccl and lyp& from eough drafts 

Learn to proofread accurately 
10, Learn to change carbon ribbons . 

C. Duplication 

L Learn to cut stencils properly 
2. Learn to use styh and letrermg guides 
I , Learn to use Gesletner silk-screeii 
proces*) duplicatoj 

Learn to store ste^ncils properly ^ 
Learn, lo prepare Ditto masters 
Learn to use Ditto spirit-process 
dupli^Mtor 

D. '^Assenibhng ^ 

1 . Learn to swiftly assemble papers manually 

2. Learn lo^use electric collator / 
.V Le;i/n to use el^vtiic jogger 

4 Learn to use nu^nual stapkr 
5. Learn to use electric siaplei 

• / 



Training and Experience 
in Class At the Training Station 



x 



4 
5. 
(>. 



X 
X 
X 



X 
X 

X ~ 

X 

X 

X 

X^ 

X 
X 
X 



X 
X 

X 
X 



.\ 

, X 
X 
X 
X 
X 
X 

~x 

X 
X 

X 
X 

X 
X 

X ^ 

X 

X 
X 

X 



I \(l.iptoil Iroin a mc(^t^>> -step iraming plan developed in Wntcsiftan Long at Ihc I nivcrsin of illyiois in analv his 
tramiiii: ovpericnces in llu- position (Jr\cnhed. 
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f. ' Planned Learning Outcomes 

•L 'Filing 

1 . Learn \o file alphubclicully'' 

2. Learn to prepare file folders 

3. Learn to code and file stencils 

4. Learn to code and file tapex 
S\ Become familiar with office files 
(v Learn to relrievtrniaterials from office 

files quickly^ 

7. l ortn tjie habit of m^kmg and keeping an 
extra copy ofvverytjiing prepared 

8. Attempt to discover ways to improve office ITImg system 
I5j«0rdcring Supplies and Materials 

1 . Become familiar with supplies used in office 
f 2. Ol)se_rve need for rep!eni*hmg supplies 

o Loam to prepare supplies requisitions 
4. Learn to slore supplies correctly 
5 Learn to order books 
Learn to order lllms < 
(i. Assisting Institute^^articipant 

r. L<*arn to sehedule appointments 

2. Become familiar with l6catioij of various 
campus offices 1 ' \ ^ 

X Learn to direct j)eopft to proper locations on campus 

4. Learn to give assistance in library usage. 

5. Learn U\ instruct participants in correct format for 
materials being^prep^/ed 

L Using the Telephone » ^ 

L Learn K) answer the telephone courteously 

2. Learn to take and record messages 

3. Learn proper technique for making internal 
and external calls from campus phones 

9 4. Learn to use staff dirc^ctory 

5. Learn proper procedure for W.A.T.S. calls 

* 6. Learn to secure information via the telephone 

\. Public Relations 

L Learn to deal with people courteously at 
all times ^ 

2. Leacn to cooperate with workers in other ot'fures 

3. Learn to furnish requested in format ion 

4. Learn to supply needed materials 
J. Office Production Techniques 

1 . Learn to handle materials efficiently 

2. Learn to organize work according to iis 
immediacy of need * ' 

3. Learn to work under pressure of t«ue deadlines 
. without becoming disturbed 

. 4. Learn to perform a variety of office tasks in a swift, 

yet unhurried. luamtcr ' 
^ 5. Toriu the habit of verifying the accuracy of 

all work prtlduced 
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TRAINING PLAN 
GASOLINE SERVICp ATTENDANT 



- SAMP l^E^ 



Planned Learning 
In Class > * At the Training Station 



Title^of job: Service station attendant. , ' > • • ' 

Job description: Cleans;^nd maintains station and.Uriveway, luncJJ6s customer relaiio^ns on the driveway 
sells accessories, cleans and,pohslies cars, lubricates 'cars, an*d makes minor repairs.^ Learn^ some X^ndl 
mental prniciplesof management, . - " ? • • ' ' 

Career Objective: Service station manages. ^ - . ^ ^ .;7'^ r ""v;* r - , ^ 

Areas of experience and training: - / . ' ' , . ^ , » 

A. Station carp-housekeoping and maintenance ' . ' - ' , \^ 

B. Driveway' service . . * * c' 

C. Carwasli. clean-up, aftd polish ' • , • ;\ , v * , 

D. Lubfication \ , , ' ; \ ' ' ' ' 
B/Fire. battery, and accessory sales ' . • » 

Minor repairs - ' ' • ' 4 ^ . 

G. Buying and orderingprocedufc^ ^ . . ^ .-k'/ 

n. Principles of station management 

Detail of areas.of experience and training: 
AJnsmiction m station care 

1. Drivc\vay housekecpmgS^id maintenance 

2. Rest-room cleaniiYg 

3. Lubrication department 

4. 'Stockroom ^ - , 

nst ruction in driveway service 
Six-step driveway service 
Windshield, battery, tires 
Under-liood inspection and sales 
Cash register operation and check-out 
Making additional sales 

a. radiator hose 

b. fan belt ^ 

c. oil additive 

d. oil filter 

e. hibriCaiion ♦ 

f. batte^ry , 

g. hgiits 

C. Instruction on car waslu clean-up, and polish 
_D»_Luhricatio/u 



^ X 



n 



3. 

'4. 

5. 



X 
X 
X 
X 
X 



X 
X 

'x 

X 

X 
X 

^ X 
X 

. X 



I. Study and use of lubrication manual 
^ 2. Servicing of major parfs 

3. Wheel lubriQ^ion • 
H. Instruction on fire, battery, and accessory ^ales 

1. Tire brands, sizes, and selling points 

2. Battery sizes and selling points 
.3. Other ;|Cccssorics 

f 

Instruction on minor repairs 
. \. Tire change and'repair^ 

2. Muftler and tail pipe change 

3. Brake adjustment and repair 

4. Car tuncup procedure 

5. Cleaning or steamjng luotor 
G. Buying and ordering procedures 

1. Taking inventory , ^ 

2. Determination of minimum minib^r of items to 
keep on hand . 

3. Ordering, so as lu^t to order more than necessary 

4. Display for maximum sales 



X 
X 



X 
X 
X 

X 
X 
' X 

X 
X* 

X 
' X 



X 
X 



X' 

X* 



H. Principles of station management t> 
^. Acquaintance with required records 
2\ Lease or rental arrangement with major oil company * 

3. Staffing and hirfng personnel ^ ^ 

4. Financing ' ' • > . 

5. Requirements 

6. Importance of station location 

7. Payroll 



Planned Learning 
Jn Class At the Training Station 



X 
X 
X 
X 

X 

1 

X 
X 



SAMPLE 



V. 



■ J'RAINING PLAN ■ 

GROCERY CLERK. SUPERMARKET 

iXitleofjob: Grocery Clerk, Supennarket / 

Job description: Receives caslu payment for articles selected by customers. Wraps or bags articles, makes 
change, and gives articles to customers. Keeps merchandise neatly arranged. Must complete transactions 
quic-kiy, I repares.incommg merchandise for sale and arranges the merchandise m the stockroom on shelves 
or In display cases. * * . * - ^ 

Career objective: Department manager 

Areas of experience and training: • , 

A. Clerk . 

B. Groceiy departmenl 

.C. Checlcmg . ' * ^ / 

D. Dairy department . , , ^ 
t. Produce deparlnient ' * 

Detail oiP areas-of experience and traihing^ 



A, Clerk 
I 



In Class 



Pbnned Learning 

At the Training Station 



Instruction on keeping store and area in good order 

a. stockroom and delij^ room 
• b.. parking lot 

c. baclj door yard * . ^ ^ 
6\ sidewalk, windows, and entrance 

, e. flour section 

2. Instruction on keeping the following equipment 

and merchandise clean: 
- a. light fixtures 

b. shoppiiig'carts 

sink , V ^ 

d. coffee-mills ' ^ j 

e. hand lruck and ddliios -»* 

f. refrigej^Ttioo machines r 

g. shelving sections and merchandise 

' h. b'read table ' V * 

31 instruction on preparation of salvage for pickup 



r 



5. 



instrucfion on these recurring duties; 

a. cleaning aivd waxing floor 

b. care of empty bottle returns 

c. tr^ck unioadiiig^properj^iftingjechm - 
d/arrailgmg current dispTaycs 
instruction on checking: 

•a. grocery items ^ ' 

. b. coffee . • 

c. health and beauty aids 

d. frozen food? ' ' • ^ • 

6. instruction on: * ^ " 
d. prtce marking merchandise 

b. stock sheif rotation ' - 

c. price marking and tagging 

7. Instructipn on dating systems used 

8. instruction on how ip ^uild displays by the sales plan 
B. Checker 




I. 

3. 



instruction.on proper packing procedures 

Instruction on procedure used on gon-pricctf merchandise 

Moinlenance of check stand: 

a. changijig tape^/)n the register ° 

b. properly filling the bag rack , • 

c. slotkihg of small items * ' . 

d. keepmg shopping carts ready forVislomers . 

e. maintenance of neat checking area 



x 

X 
X 
X 
X 

X 
X 
X 
X 
X 
X 
X 
X 



95" 



' > (ConVd) 



4. Instruction on how to handle 

a. tax collections 

b. p'aid outs • 

c. refunds and over-rings ^ x 

d. proper chqngc for register ^ ^ x 
• e. relieforders and nierchandise coupons • | 

f. check cashini 

g, authorized charge accouiits 



Planned Learning / 
In Class At the Training Station 



\ * X 

' * X 
X 

i 

5. Instruction on balancing the register i • * ^ x x 




Emfiloy ment Standards Division, , 
Room 6y08,Norquay Building, 
401 Xfilk Avenue, 
Winnipeg, Man. R3C OPS- 



FROVINCC or MANITOBA 
DEPARTMENT OF LABOUR 



APPLICATION FOR CHILD EMPLOl'^VIENT PERSIIT ; 

^ "^"^ v imder . \ 

The Employment Standards Act 



^ Date ; 



Full names of child , 

Home address ....... ^ 

Dateof Birth. Present age: years..: Whs 

School attended : , _ ^ ^ * ; ; q^^^^ 

Name of prospective employer - ' ^ . 

'/ — 



Address of employer 

Business in which employer engaged ^ 

Employment to commence ori 19. 

Work child will perform 



Phone No, 



19.. 



and end on , 19 



Hours of work are limited as follows: 







/ 

Tutlday 


Wtdn«td<y 


Thurtday 


Friday . 


-\ 


Sunday 


StATtfiir Time 
















FloUhlnf Time 


r 


♦ 








— 




Daily ^^ourt 

















Maximum Weekly Hours f. 



tignatuf* of App(ic«nt 



Certlfloile ot Parent (or GMrdtoT (Ullsr also to be submitted fxplaining necessity for employment.) 
• partiiu&^l»'Jh^„ding a« t™ and coCt^^""'"'"'' """ ' 



Wffwtuf* of farant/Quarditn " 

^ Certificate of ProspMtive Employer , - c 

I hereby certify, that particulars herein Stated are tiue and correct I alcso am r*u/nrp that r^t^ua 

SiSEESH'F^ - - ^^^^^^^^^^^ 

- ' : ■ 



Remarkt 



irutur* of PfftiptcUv* Cmploytr 



Approval of School Principal 



ERIC 



'99 



tlfnttur* of rrlAcJMt 



<MANIT0§4 i 
DEPARTMENT 6f' LABOUR 

Wi Norqii&y Bvlldmg 
WI^•NIPEG~/ 




CHILD EMPLOYMENt 
PERMIT 



•No. 

ParUcu]ars/as to Emplofee (Permittee):* 
Name 

Address ... 

Birthdate . , 19 

Minimum Rate Payable . 

Type of Work Authorized . 



(Under The. Employment Standai^ Act) 



Date of issue 



Particulars as to Employer: 




Hours .of ^vqijc>-^ ^ limit ed as follows: 

Monday 



Starting; Time 



FlniAhln);; Timr 



Wa dot (day 



DaJIy Houn 



Special Conditions: 



thurtday 



Friday 



Saturday^ 



if 



Sunday * 



Maximum Weekly Hour's , 



It is the Employer's responsibility^ to ensure' that employment doq^ not expose the permittee to morally 
undesirable situations. . * • ^ 

The permit is strictly limited to light work well <vithin the physical capacity of the permittee and where there 
is no actual 0^ potential danger factor . • * 



The permittee shall. not unless othenvise hereifi indicated be allowed to work after 9 p.m. central 
standai'd time on any day. 

This permit is not transferable so as to cover employment by any other empl6yer. i 

. J 

Issued in triplicate 



ISSUfiD BY: 



101 



Cl-g-6— tM— 7-72 



.0 



for 



MinlitM of Ubour. 



ERIC 



6*8 . 



WORK education' 
•WEEKLY ACTIVITY REPORT 



SAMPLE 



i. Student Number 
Student Name 



Date 



Locatjon of TH^airiing Station 

Name of Organ wTatKii ' 

Course of Specialty 

Period 



Sex , 



Age 







Day . 


' , Hours Worked 


TbtaPlIo^iirs 
Worked 


' Prom , . 


To 


Monday 


^ , » *^ — 

r 






JTuesday • 








,We(|ncsday • • 


' J 

> 

/ C ! 5, 






.JlVMrsdqy ^ 




^- , , 




l^idav 


/ • 






* 


; ■/> ^ 

^ '^otal Hours Worked: ^ 



*Tota[ liours.wofked should equal .total hours of activity! 



III. 



rr — > — ^ '■ 

^ • ♦ ^ , 4 . 

^ Acfivitv 


••i^ _ 

Estimated Hours In 
Each Activity 


V^. — r 




. ' . - • •• ^ V— H 








•3:-- - — - - ----- ' - - 




4. 






' — , 1^ 

• 


' - ■ •■■ - : M . • 




7. / \ , . 




f • ^ — " ^ 

\ *Total Hours: • 

« » il. 4^ — ' ^ — n : — — • i — ■ 



»IV» Student's Comment: 



4 



Signatute of Student: 



(Cont'd) ^ 
Employer's Comment: 



Signature of Employer: 



/VOrFThis report tote completed atahe end of each week and forwarded to the Work'Education Department 
in the self-addressed, stamped envelope attached. 



i 



» 




SCHOOL LETTERHEAD STATIONERY 
PERMAJVIENT RECORD OF TEACHER-COORD^NATOR.'S OR COORDINATOR'S VISITS 

. tSAMPLE 



PLEASL PrW 

I. Student's Name 

^ Hmploycr 



Class 



Date 



. Occupation 



Report 



CHECKLIST FOft TEACHER-COORDINATOROJl COORDINATOR 



II. Quality of Work 



Knowledge of Work 
Initiative 



General Remarks 

A » . 



Co(>|)eration 
•Attitude 
Responsibility 



POINTS OBSERVED BY TEACHER^OORDINATOR OR COORDINATOR VISITING STUDENT 



III. Training Station ; ' 

Tcacher-C'oordinator*^s or Coordinator's comments: 

♦ ^ o 

,A. Conditions surrounding the training 'station 

li. JIazardous conditions %,t y 



.Contact Official 



C. AttituJ(f of employees 'toward. teacherK;oordiiiator, coordinator and student 



.D.^ Specific Work of Student 



E. 'Immediate or current subjl^ot mafter needed ' 
.fVPefsonalappearanccjpf stud^ent ^^' ^ — 



* ' G. Student's interest inlhe w6rk being' done »_ 



.H' Employer's apparent interest in student and his/her progress 




72 



■ / 
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PLEASE^PRINT 
I. Scfioof 



SCHOOLLETTERHfeAD STATIONERY 
WORK EDUCATipN 
ACCIDENT REPORT FORM 



'S.A M P L E 



Date 



^ D^lc of Accident ' 



Name of lnjured>Student 



Name of Parenf (Guardjan) * 
Fnill Addrcss'^f Parent.(Guardian) 



II. WiTNUSS TO ACCIDENT: . D^YES' □ NO 
Name \ • - ' ^ 



Address 



III. THE ARDENT 
Nature of Injury 



^RJace where accident happened 
*Timebf Accident 



Describe fully situation rcgazding all factors contributing to accident 







1 * 


— - ^ 






« 




'\''''' ^ 1. l' *. 




c . 
















'•.^> ; 















IV. PROCEDURES F01X0)VED . 
Was the Parent (Guardian) nbtified? ' , 

□ NO - Give Reason ' 

□ YES . * ■ 



, Did the parent (guardian) authorize the principal to obtain medicaLaid at the parent's expense' • . • ♦ 



□ YES . ' [■ ' , 

— ' =i ■ ^ ^ 

Was a doctdr called to give first aid? □ YES^SIIlJ NO 
If 50 by whom .» / 



^ Name 

Name Of hospital or medical 'centre 

Report of jiedical officers or nurse 



Position 



(Cont'd) 
V, 



Accident insarance Carried 

None' SI, 50 Plan 54,00 Hqn^ Family Plan • * 
° □ . □ OptionV'A" □ Option "B" □ 



Teacl)er-CoQr(linator or Coordinator 
A ^ 



Report prepared by 



Principal - , Nurse 

NOTE: Prepare.in triplicate: I copy for the School ^ 

* 2' copies for the Board Office 



THe woi-Kmen s compensanon Boaro of manrroBa 

J3J Marvtano streetT • winm^ec roc im3 « TetOPMone 7t« 5471 

EMPLOYER'S REPORT OFj NJUfiY 6r7nDUSTRIAL DISEASE 

EMPLOYER S NAW6 ' ~* 



CLAIM 
NO 



FIRM 
NO 



AILING AOORE3S 



LOCATION OF PLANT OR PROJECT 



TYP6 OFTusTnESS" 



EMPLOYER'^ PHONE NO 



WORKER S LAST NAME '^^ 

MISS 



ADDRESS 

"age 



FIRST NAME 



MARITAL STATUS , . | OCCUPATION" 
MARRIED □ SINGLE □ OTHER □ 



SOC SEC NO 



PART 1 



" j 

a rn 

Datt and time of tn^ury , 19 . «t D m 


i 

a.m. 

Date repol tod to omploycr ^| . . , . o m 


In whjt city, town or pl«ce drd rt happen' . 


4 


D.«„b. Fully What happened to rause the niury 8e Sure to state S.je. Weight and Description of any Object wh.ch was be.ng handled 'or was otherw.se invol- 


ved 1! liffng, state height of lift. d_|,stance ol carry, etc ' 




ft * 




M 1 





State ALL mi^jnes reported. »nd»Cat»ng rtght Or left if applicable 



Were worJcman'i actions at time of injury for 
the purpose of your business' If NO. explain 



. I NO I Ives 



Is workman related to employer and living m 
ht» haus* at ttmo of the accident' 



I NO I I YES I 



I workman a partner, director or other 
Ificer of the company' II Y£S. specify 



NO I I YE 



Was first atd rendered' If YES. state yvhon 
*.ind by vvhom 



NO I I YES 



"^Was there any serious ana^wiiful misconduct' 
on the part of the workman' If YES. specify 



NO 



' YES 



Was any person not in your employ to blame 
-for-thc accidftni?-lf_YES, give nameand address 



NO 



YES 




Give names and addresses pf persons who 
saw the accident- two. if possible 



NAME AND ADDRESS OF ATTENDING DOCTOR 



Will he be disabled longer than the day of accident' 



'NO 



UvES 



IF YaS;COIVrPLETE PART 2 



PART 2 



Date and hour 
fast workP(i 



Daif^and hotn 
roturnocJ to work 




VOLUNTARY ACCIDENT INSURANCE FOR PUPILS OF. - SAMPLE 

TO ALL PARENTS OR GUARDIANS OF SCHOOL PUPILS: . BROKER: ' ^ 

This plan has been approved by the Board of Trustees* of . REED SHAW OSLER LIMITED, 

^ , ^ available to all pupils on a voluntary -basis in' 18th Floor, 1 Lombard Place, 

Schools gove/ned by the Bo^rd. The Student Accident Plan pays In addition Winnipeg, Manitoba R3B 2A3 

to any other insurance you might have — EXCEPTvANY GOVERNMENT • Telephone No. 9^6-1070 

PLAN. If you move, the Plan Is transferable from schootto school anywhere - ^ 
In the world. f • ^ . » • . . 

J— • • 

COVERAGE: "^'^ ^wo Options as well as Life Insurance. 

OPTIOnNa" $4.00 PER STUDENT ($5.50 OR $8.00 WITH LIFE INSURANCE) 



Covers All Actidoni;; 24 h(\rs p&r day, every day. Including Saturdays, Sundays? Summer Vacation, school 
^ and legal holidays. 



OPTION 51.50 PER STiJDENr ($3.00 OR $5.50 WITH LIFE INSURANCE) 



Covers Accidents: 

(a) During a school day. , \ . • , 

(b) On any day , /. * " 

(t) While attending or participating in" a school activity (including sponst)red athletics) approved 
. . and supervised by pr(>per school authority. ^ . • '^'^ 

a) While travelling as a group directly to and from an approved school activity under the super- 
vision of or at the direction of proper school authority. 
iV While travelling directly to and from the student's residence and school to atterrd or participate 
in a school-sponsored activity. f . ^ 

"School Day" shall mean between the hours of 12.01 A.M. and 12:00 midnight on any day designated by 
tlie School Board lis a regular school day on which attendant^ at school is required. This includes attend- 
ance ar Summer School i>aturday>, Sundays. Summer vacation, school and legal holidays are excluded with 
the exception of school.$ponsore(J^aclivrtie$ approved and supervised by proper school authority. 



SP^C'A*-' , $1.50 OR $4.00 PER STUDENT AS NOTED, ABOVE 

LIFE Insurance With either of the -above options you may j)urchase $1,000.00 or $3,000.00 Life Insurance 
$1,000.00 payable by itself if the student dies from natural causes and in addition to the $2,000.00 

accident death benefit if the student dies accidentally. Life Insurance is effective 24 
$3j000ni0 hours a day, 365 days of a year, INCLUDING summer vacation. ^ • ^ 

FAMILY PLAN premiums apply to three or more pupils from the same family 

/ WITHOUT. WITH $3,oio.OQ ' ^ WITH $1,000.00 ^ , 

LIFE INSURANCE LIFE INSUrAnCE LIFtlNSURANCt 

.option;;a-' sio.oo $20.00 ■ $1375^ 

. OPTIONlt'B" ^ $3So ','$13.50^ >< $7.25 

All insurance companies are prohibited by uw from making any payment towards the cost 

^ ™.m.^y^,c^^„^^. ^ GOVERNMENT MEDICAL OR HOSPITAL PUN (MHSC).^HIS APPLIES .REGARDLESS 
IF AN INDIVIDUAL IS OR IS NOT INSURED UNDER SUCH A PUN. * ' 

BENEFITS: i ... • ' 

Blanket Denial Accident, Reimbursement ♦ ^ ' * * jf 

(a) The |nsuri?r>wiil pay expenses for treatment rendered within 156 weeks from date of accident Wch artse 
♦irofti injury to wholejor sound teeth (including capped or crowned teeth) which require within 30 days from date 
Of accidenj, treatment, replacement or X-rays by a legally qualified dentist or dentaUurgeon. - , 

(b) If/due to age, dental development is not sufficient to permit completion of tr'^ment within the 156 weeks 
from date of accident,^a^,satisfactory report from the Attending Dentist or Dental Surgeon is requ^ed within 156 
weeks slatmg all pertinen|t;fa^^^^ of damage sustained and reasons precluding completion of treatment required. 
Upon completion ofJLfcatmcf}nhe cost for such services rendered wilt be paid up to. a limit of $100.00 per tooth 
to a-<naximum future treatment hmit of $500.00. . *. • 
Blanket McdicarAccideni^R^imburscmcnl , / • 

The Insurer' will pay expenses for treatment and services rendered within 156 weeks trom aate ot accident which 
^ise from an iijjury which requires, within 30 days from date of accident, services of a legally qualified physio- 
therapist. r6gistered nurse. X-ray, licensed ambulance service or hospital-treatment not covered Under any Gov/ 
ernmcnt Plan, presaiption drugs, heari splints, trusses, braces, rentdl of wheeU:hai^ or hospital . 

type bed If a bodily imur/ results in the loss of a hand, foot, arm', leg or^ye, the Insurer will pay up to a maxi- 
mum arfiount of $500.#0 for a prosthetic appliance. ^ * H y H ^ 

> . I ' >¥ -'-^ ...... 



(Coiffd) 



Principal Sum Accident Benefit: When injury shall result in any one of the following losse> within 365 days after 
the date of the accident the Insurer will pay'for: , \ , " \ 



loss of Life 
Loss of Both Hands or BotK Feet 
LcJss^f Entire Sight of Both Eyes 
Loss o? t)ne Hand and One Foot 
.Loss of One Hand or One Foot and 

the Entire Sight of One Eye 
Loss of One Arm or One Leg * 
Loss of One Hand or One Foot 
toss of E>itire Sight of One Pye 
• Loss of Entire Thumb and Entire 
Index Finger 



?$ 2.000.00 
$15,000.00 
$15,000,00 
$15,000.00 

$15,000.0tj 
^'$11,500,00 
$ 7,500.00 
$ 3,000.00 

i 

$ 2^500,00 



Loss of Any One<£ntire\Fihger or 

Entire Thumb * $ 500,00 

Partial Loss of Any One Finger or Thumb $ ^ 1 00,00 
Loss of One Enfije Phalanx of Any Jf 

> * One' Finger $ 50.OO 

Quadraplegic (Complete paralysis of both 

upper and Jower limbs) $ 7.500.00 
Paraplegic (Complete paralysi$ of 

'' both lower limbs) $ 3,000,00 
Hemiplegic (Complete paralysis of upper and 

lower limbs one side of body) $ 2,000.6o 



, ' luwur mnub unu sloe 01 DOOy; > 2,000.01 

"LOSS", as above used with reference to hand ^r foot, meicis conlplete severance through or above the wrist or 
anklo loint; and as used with reference to arm or leg means complete severance through or above the elbow or 
knee jomt, and as used with reference to eye nieans the irreccJverable loss of the entire sight thereof; and as 
u^cd with reference to thumb or finger means. complete severance at or above the metacarpophalangeal loint; 
and as used with reference to partial loss of thumb or finger means complete severance at or above the proximal 
mterphalangeal |Oint; and as used with reference to loss of one phalanx of any one finger means complete loss of 
one entire phalanx. ' 

^ •'INfURY", means bodily mju'ry resulting,directly and independently of all other causes, and caused by an acci- 
dent of accidental, violent and external means sustained by the Insured while the policy is jn force. 
Double Indemnity - The amount of indemnity for accidental loss of life will be doubled if such loss occurs 
while the nsurcd is ridmg in. boarding or alighting from any bui, Mreet-car, subway coach, or school vehicle 
owned or leaded by a proper school authority. / v^.mvi^. 

.Fracture or Dislocation Benefif - If an a^nt causes injury to the Insured which r^^sults in any of the fractures 
or d,sfocations listed be>y the Insurer Nfftf pay the amount specified in accordance with the following schedule. 
Only orte of the amounts (the largest) will be payable v thg result of one accident. ' ^ 
FOR COMPLETE FRACTURE OR DISLOCATION (Including Creenstick Type Fractures) 
Of the skull (both'' t^ibles) ' $200.00 

Of the nOse ' $ 5.0O- 

Ofoth^ upper |aw $ 50.0O 

Of the lower jaw • ^ $ 25.00 

Of the tollar borfe ' $ 25.00 

>'q cm tfte shoulder bladb . $ 50.00 

Of*the spine (one or more vertebrae) SlOO.OO 
Of t>y^|(racture of the spinous process 
Qf Ihe flaCtuce of, the transverse process 



Of the sacruni or coccyx « 
Of^one rib 
Of two or. more \ribs 
Oijb^T sternum 
Of the hip 
Of the pelvis 
Of |he upper leg,(fen]ur) 
^Ofrtlhe. kheo-<^p — — 



25.00 
25.00 
35.00 
15.00 
25.00 
$ 25.00 
SlOO.OO 
$100.00 
$100,00 

' s^s.oo- 



Of the lower leg (one bone) 
Of the Hower leg (two bones) 
Of the ankle 
Of the heel 

Of the upper arm (between elbow 

and shoulder) ^. 
Of the elbow ; 
Of the lower arm (one bone) 
Of the lower arm (two hones) „ 
Of the wrist 

Of the hagfd (metacarpals) 
Of the fingers (one) ^ * 

Of the fingers (two or more) . - 
Of the ioot (one metatarsal) 
Of the foot (two or more metatarsals) 
Of the toes (one) 



50.00 
75,00 
50.00 
25.00 



"^Of"lho''Ibes (two or moreF 



50.00 
35.00 
50.00 
75.00 
50.00 
25.00 
15.00 
25.00 
15,00 
S 25.00 
$ 15.00 



S 
$ 
$ 
$ 
$ 
$ 
$ 
$ 



$ 25.00 



Rehabihtation Benefit — If an accident caDse^njury to the Insured which requires that the Insured undergo spe- 
cial training in order to be qualified tb engage in a special occupation in^ which he would not have enKaced 
exc^pt^br 5uch injury, the Insurer will pay the reasonable .ind noressary ox>ense actually incurred by the Insured 
for 'iuch training; l?owever payment b\ the Insurer for the total of all expenses. incurred by the Insured shall not 
exceed $3,000 0<< nor sifall payment b^ made for any expense mcuired more than Ihree years after the date of 
l»^e accident, nor shall payment be mac^e for room, board, or other ordinary living, travelling oj clothing expenses, " 
SpiJcial Djsabllily Benefit $1,000.00 This benefit becomes payable if injury .caused by an atcident results m 
the Insured being continCially confined, to house or hospital for a period of atJeast one year after the date of the 
accident, being under the regular care I of a licensed physician-or surgeon, and being presrented tJy such confine- 
CPeot from attending classes of any typb, ^ , . 

Travel Expense- Beaelit ~ The Insurer will pay travel ^^^xp^^Q required within on^j hundred 
ahdfifty-six'( 56) weeks from the dale of accident to obtaTnVcMl treatment vVhich cannot obtained \Vithm 
a hundred mile radius of the Insured s residence. When the age of the Insured necessitates an escort^ the parent,, 
or guardian who accompanies the Insured will be reimbursed for travel expense^ plus expense incurred away 4 
from home up to 520.00 per day up to an aggregate amoyxit of $1,000.00. . • 

' Emergf^ncy Transportation Benefit (other than ambulance) --/If arv accident occurring in or on school prcVnises or 
1)uildings. requires immediate medical attention and an Wbulance is not available! the Insurer will pay the rea- 
'paySentT$l^ toj^ansport the' Insured to a doctor's office .or nearest hos^Jital, subject to a maximum 

1^ ino5iS*r'*K-f*"*u* ^!?^" '"'"''y dat^of the accident totally disable and confine 

^ Lmi 1 °' t*^' residence or hospital for a period in excess of 40 consecutive school days, the Insurer • 

will pay the expenses incurred within six months Uom the date of the accident for the tutorial services of atiualifled 
teacher holding a Provincial Department of Education Teaching Certificate for the grade attained by the Insured at 

a rate not to exceed $5.00 pe/ hour up .to an aggregate amount of $500.d0, j , ' 

* * 



77 : 



119 



(Cont'd) V ■ .$ ' • 

'% 

Dread Diseaie Benefil — When Poliomyelitis, Scarlet FeVer, Diphtheria, Spinal Menin^itis^Jncephalltis, Rabies, 
Tetanus, Tularemia, Typhoid or leul^emia shall, <;ommencing while Ihe' policy- Is in forqe, require confinement 
within a hospital or employment of a licensed or graduate nurse, the Insurer will pay the expense actually In- 
curred therefor within 156 weelfe after the commencement of the first such expense up tQ a maxijnum of $2,500.00, 
This benefit is subject to and sh\ll not contravene* any Fede/al or Provinciaf statutory -requirement with respect to 
Hospital or Medical ^lafTs. . ' ^ . \ ' 

The Plan Doe^ Nol Insure: {^(replacement or repair of artificial teeth, denlureS, eye-glasses or prescriptions therefor, 
(D) the services of a masseur, (cf sickness or disease as ^ cause or effect, with the exception of the Life Insurance 
coverage and Dread Disease Benefit, (d) anf benefit for which reimbursement has been made under any Work- 
men s Compensat.on Board Plai\oth6r than Accidental Death, le) losses covered by a Govemmenl Medical or Hospital 
Plan regardless if an Individual is or is not insured under such a Plan. 

ENROLMENT — Participation ip this Plan is voluntary, however, each p^ent has been given the opportunity to 
participate Parents are requested to make a decision regarding the insurance by completing the face of the en^ 
veiope anc^ returning the envelope to the teacher (with premium enclosf?,d if insurance is desired). Cheque or Money 
Order preferred, payable to Reed^Shaw Osier Limited, * , . 

SHOULD YOUR CHILD HAVE AN ACCIDENT . ^ . ^ " » 

Claim iorms may be obtained from the school your child attends. Claims must be reported within 30 days^of the 
accident and proofs filed- with the Insurer within 90 days. ' • 

Address Claims To — Plits Life Insurance Company,. 

201 King Street, London, Canada iQfiA 4K7 * 
EFFECTIVE DATE — Insurance coverage* shall beJome effective on the date the student /eturn$ the completed 
envelope with the required premium enclosedM* his or hc«;, teacher. Option "B" terminates at the end^of the 
school year in June except as otherwise provided in clauses (1), (2) and (3) in section (b) of this Option'on the' 
opposite side of this letter. Option "A" terminates at 12:01 A.M. Septert^ber 3rd, 1974, provided tha studfent in- 



tends to return to school for the academ 
Life Insurance' terminates at >2:01 A 



"» lA.ui ji;pnri«uci jru, i:?/**, proviaeo tna stuoeni in- 

ademic year 1974 and was covered" under Option "A"Jfor the preceding year. 
,.M. September 1st, 1974. ' ' . 

] ■ ■ ■ 



IMPORTANTI KEEP THIS JFTTER FOR REFERENCE. 



RECORD OPTION SELECTED 



GROUP POLICY NUMBER 



dA^E 



AMOUNT 



School [ Grade. 



PLEASE^PRINT CLEARL'Y 



Room j^o.. 



'S 



(FAMILY NAME) 



(TlRST NAMO 



(MIDDLE NAME) 



INDIVIDUAL PLAN ONLY - Do NOT complete this section if applying for Family .Ploa 
I Wl5lt4p Enrol my child in the OPTION checked and enclose premium of $..4,,;. 

OPTION "A^rWlTH $3,000.00 UFE INSURANCE $8.00 □ OPT I&N "B" WITH isa^ OQO.OO LiPE INS UR ANCE $5.50 □ 

'option^** WITH $1,000,00 UFE INSURANCE $5.50 Q OPTION "B" WITH $1,000,00 LIFE. INSURANCE $3.00 Q 

OPTION^A" - WITHOUT UFE INSURANCE $4.00 Q ^ OPTION "B" — , WITHOUT UFE INSURANCE $1.50 Q/ 



FAMIfcY PLAN ONLY - Cpmplete this section toly if you ore Emolin^r 3 or more children. 
I WISH to Enrol my children in the OPTION chec^d and ^nclose:^premiUm of 

OPTION "A" WIJH $3,000,00 UFE INSURANCE $20.00 □ "B" WITH $^00,00 UFE INSURANGE.$13.50 Q 

~ OPTl6>^"B;;;mTH $y,000,00 UFE INSURANCE $ 7.25 Q 
OVnOli^' ~ WITHOUT UFE INSURANCE $ 3j(50 Q 
\ liit inturod childiQiilgon back of thU onvolopo. V 



OPTION "'A" WITH $1,00(^UFE INSURANCE $13.75 □ 
OPTION 'W — WITHOUT UFE INSURANCE $10.00 □ 
IMPORTANT: ' Complete o|ily one envelope per iw 



Please cocrolete and sign th: 
and return It to ^e school 





nvelope 



(YELEFHONC NO.) 




J" 



f/(PAReNj^OR dUAROIANC •lONATUltX) 



(ADDRESS) 



tCITY OR TOWN) 



,(F0STAL coob P #73M ' 



Teachers are eligible for any pli^pexduding the Family Plan and Life Insurance. ■ 
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SCHOOL LETTERHEAD STATIONERY 
EMPLOYER'S EVALUATION OF THI STUDENT 



SAMPLE 



Student's Name: . 
School: - 



Date: 



Major 1 . 
Duties 2t 



arc grouped particular 
IS student. 




Tliis evaluatioiriists-lbur general areas'of work performance. Under each general area 
qualities and- characteristics. Rate the student circhng the number that best describes th 
"5 ' Outstanding; 4 - Above Average; Average;' 2 Below Av£rage;« I Unsatisfactory 

Arctfl:' C0'^1MUNICATIpNSKI|-LS( ^ ' ' \ 

it. A, Ability in oral cininiunicalion 

B. ' Ability in writiyn cojnmunication 

C. Knowledge of ^je vocabulary rcjdted to t^ie job 

Vreall: V5cATI0N/MiSKrLLS) / ^ ^] . 

A\ Quality of work-al)ility to nvOel quality sUindards 
. I^! Quantity of work^utput o/satisfactory work 

C. Job know-how-applieatiprrof acquired knowledge and skills 

D. yse of tbols and equipnimt . " ^ ^ 
Care of materials arjd )mpplies 

Area III: PLR^ONAL AND SOCIAL QUALITIHS ^ i . o 
3 A. Co-operativcfies^jjbility to wo7k together with people 

B. Sclt'rcontrol-iibihty to control one's emotions, . o 

C. Poise-demonstrates level of self<onfideiic<j,appropriate for the job ' 

D. ^ Rc>iction to advice and constructiv(Pcriticism 
K. Willingness to follow directi(3»is 

^ F. Adaptabihly -'capacuy to adjust to new problems and changing situations 

Area'iy: WORK QUALITIES AND UA BITS * 
A. industry - personal apphca?ion to assigned work*^ 
Reliability^ 

Initiative ^ . o ^^.^ 

Attendance ^ 
Punctuality- 



6. 
C. 
D. 
Er 
F. 



Ability to follow directions 



Rated by: 



' Organizaliont 



Dales Absent: 
Address: 



Additional Comment? 




5 


4 
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5 


4 


3 


2 


1 « 


5 


4 


3 


2 


1 
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SCHOOL LETTERHEAD STATIONERY 
STUDENT^S EVALUATION 



SAMPLE 



PLEASE PRINT 
1. School 



Student's Ag& * . Male _ 

, Female 
My trainmg station was in / 



^ (Name type of work) 

Your opinions regarding the statements, below will aid m evaluating work education. Circle your answer. 

A. As a consequence of my participation in the work education: 

I I feel that m> higli school program is preparing me for the kind ofwork I would like to do YES NO 

2. I have a;nore realistic idea of my capabilities, YES NO 

3. ]f feel that I made more progress than I would have by staying in regular classes. YES NO 

4. I am looking fonvard to going to work, • YES - |N0 

5. I see the need for acquiring vocational knowledge, , , , YES NO 

6. I feel that students from this program will be accepted on the job, ^ r, . 'YES ' NO 

7. I feel more confident Jn applying for a job. , YES NO 
J^l am more aware of the responsibilities re^ed to a jpb, YES NO 

Z^"^^). I see the importance, of learning to follow instVuctians. / / m <^ - yOS NO 

U 10. I see the need for learning to wofk with other people, ' YES NO 

'111 recognizb the importance of developing skill in all kinds c^conmiunication, . YES NO 

1 2.. I feel I have learned quite a about how a business functions, . YES NO 

13. I feel that the work education should be continued in the schools, YES NO 

B. This evaluation indicates the student's opinion regarding a training station. 
Company Name _ - 



Address 



-CircltLyoucanswer^ 



14. a. Sufficient time was spent initially in introducing me to the job situatfon, ^ YES NO 

b. If NO. why? _ - ' 

^ was spent by the supervisor in giving iik continuing instruction? YES NO 

b.TnJo. why? .V '^'^ 

16. a. There was sufficient variety of assigned tasks to make the joblntercitihg, ^ ^ YES NO 
b. If NO. why? . ' . 

^ : / ; 

1 7. a. The assigned tasks were in keeping with my ability, ^ • YES NO 
b. If NO, why? * , . : - - 

1 8. a. The other employees accepted me as one of the grqilp. " YES » NO 
b. If NO. why?, [ ' / ^ * & 

J9, a. Given the opportunity, I would work for-this company, YES NO 



1). If no; why?. 



0 



(Cont'd) 



C Tliis scale rates the student's attitudes towards education. Ra<e'cach statenient-by circling 
the number that best describes your attitude.. ^ 

I. Strongly disagree 
^ 2. Disagree 

3. Agree 
* . 4. Strongly/agree 

20. My education wili give \\\h a good chance oPgening the kind ofjob that I would like to 
have al'tei leaving school. ' / . 

^ 2 1 The courses I am taking in school will help i/e be .successlul in that job. 
22. rikMc IS a relationship between education add work 
2^, My success will be dependent on iny elTor/. 
. 24. I ))elie\e I have thc^capacity to succeed. 
25. Hducation increases seir-conlldence. 
2(). In general. I am satislled with tht schoo/l am attending 
27, Attending school regularly is important// 1 
2.S.Mn genei.il. I am satisfied with the courjes I am taking*^ 
2^>, I enjoy .'school-spon';ored extra-curricuiar activities. ^ 

In "school I am tcafmng habits and attitude's which will guide'me m the achievement ot 
a wt^ithwhile life. ' . • 



2 3 4 

2 3 4 

2 3 4 

2 3 4 

2 ♦3'4 

2 3 4 

2 3 4 

2 3 4 

2 3 4 

2^3 4 



12 3 4 




/ * _ 
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SCHOOL LETTERHEAD STATIONERY 
LETTER OF APPRECIATION TO TRAINING SPONSOR 



SAMPLE 



Dear 



On bclKill o( the (Name of Seliool). ! would like to express our appreciation for your participatibn lii work 
education during the past school year. Tiie educatioiial^pportuiiity ilial.you provided ihc student has been a 
valuable learning process (or hlirt. The results of this experience will continue to be of value to the student iii the 
^ years lo eoiiie Your cooperation as a training sponsor lias been a service both to the school aiiJi to liie eommuiuiy. 
I am luol>ing Vorwaid to contiiuimg our association'm future years. ' 



Sincerely yours. 



Name of Teaclier-Coordinator or Coordinator 



: • X. 
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SCHOOL'LETTEIfHEAD STATi6nERY 
■ rOLLOW-UB FORM 



SAM.I?L-E 



, I Ihc \V,nk Lducjiiun Dcp!utinoiu is c\^ductihi^ 4. siirve.v tii order lu find out how ourM^iicr stiidcjiits lire • 
^ h\a\[MCil MiK'c gr.idiianoii tioin Ingh sJiool Informjiion ubtjuicd should enable Ub to nnprove our iiwtructronal/. . 
\ •/ 1;' V'MiLMM coordinanou and counseling serMtes. We would apprenaie any suggestions ymi liiav care to i)fler. * 



'''' ''^^^ ^'""^ puunpil.v ni ihe self^ddrcssed stamped envelope .atladied. Uenieniber'vour 

^ . I'V^^Hk^ neetJi^d tu help others. * ~^ ^ ' . ' 

'•(7 fjunl^ \uu lor \oui»coo])ernt!on ' . 4' 



PLI ASI JmUM 
nne ' 



1 



{hi 

Phoni?<N\> \ 
^ ^'•** Il.ivo >i)ii al(c\ded ctJIejJie^' 

^ ' \.\^ \u*nif^i liiorwrrs atUMidcd 

• ' 'if' ' 

Oioppe^-Kotu * 



tiis'I 



gnKldit 01 maiden 



Mamcd' yes * * 00 

y if 

> - I rade school? ' \ 



( ouise completed ^ 



Otiiei type 



^ ^anie ol \eh^)ol or colleue ( checked abo\v)«, 



• • • 

."^ . ()ccup.i!h>iral iiile ' 
••• 9* 

*^uno (\i Mim *>r emplovej 



no 




I 

ftill-timb 




mipjcted^ ^ • ^ 
^'till ano<(ITn^ 



1 



\ 



ERIC 



9 
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CHI:CKLISTOFCRITCIlIAFOR RATING c a ^^o. 

WORK I'DUCAHON . , SAMPLE 

Nailic of tcachcr-coordinalor or coordinator * * 

^ . I - - " * - ?> ] — ' — 

'.Name of school . * - 

lotal school enrollment at present _ - . . _ 2. 

Present enrollment ih \u)rk education- Male. -_-J-emale _ Total. ' 

Numher 01 \ears the school Ua^ operated work education. \_, ^ li_ _i„ 

' . . ' " INSI RICI IONS l-OR L'Sli Oh ( HKC KUST ' 

Mils Lheckhsi of criteria lor ratinu work education consists of statemeiiT of provisioji^. conditions. 
Jiaralieiisttcs ihat arc found in i|ualitv prouranis. Some nia\ not he ncecssary. ot even applicable, in 
e\er\ situation ll aiiv miport.mt features or procedures are omitted in the printed materials, they should 
be added m the appropriate NeUions. The statements should aLCuratcK and completely portray, the 
pio^rani. facilifres. .md practices of the school/jhus providinji the factual background for the evalualion. 

Rate each fiv;m ^^nvi \our best judiimcnt and all available evidence. The sujijiestcd kev for ratinji 
each sratemeil^is ^ - • ^ f\ " 

. n l^ocs my uf^ph fhe provisions or conditions are n>V"ii? but do not apply, or thes arAnot desirable 
tor % students of the proizrani. ot they do not confoini to the school's philosophy <ii\d program's 

1 I Mclhiu I he provisions ortonditions arc extensive and are functiomnsi excellently. \ 

2 Sdiisliuinn 1 he piovisions or conditions are n\.o.deratelv,exiensive and are functioning well. 
\(V(h imiuvvcmcni The provjsions or condiiigns are limitcd'm extent *md functioninji poorly: or 
they are entirelv missnig bui^iecded. \ \ • 

OIU". AM/A I IMN Ol-'W OK K l;Dl, ( A TION 

:( J A clearlv \v4iic*n»st,itenient'0f objectiv cs has been developed. ^ 

i ) C^bjcctives^ave been developed through the cooperative ellorts c,f employ ers/cducators. and students. 

) Siandc^rds foV thc-opeVation of work educition have been developed ancUaccepted b\ those involved 
' in the i>peralioii. 

{ ) i he U\K4icr-ciro^dniaU>r c hec kTtoTeN^f practicesa^ vvjiic li liav ejieen developed. * 



i )\ cleai cut^ assignment of tunctions awd cKities h*is becH given to aH persons concerned with the 
^roiiram * * • • ' . 

i ) \n adviso/v'ci^mmittee representative of al| groups interested in the pfograiii - has been lormed 
; , .uul its adficc'is used in the operation of the program, ^ 

( Mhic^teachcr-cOordmator i> allowed sullicient time for coordination^ activ ities. 

( ) I^rovision |s nuulcvfoj a student tlub program. t ^ ^ ^ * ^ ' ^ ^ 

.School and trainmg station/c heclulcs .Ue developed to meet the nerds of students in the proi!.raiii. 
) Sj^hool ci;i;dit is given for the.experiencc of ^tudeiys m traii^ig stations. • ^ * < 

(\J Cleri6aljielp IS available to flic tcMcher-coopdinator. ^ ' .* . ' 

) \Vnrcx)rd keeping s\stcMn has bceij desiiined to meet the needU)f work education.. ' • 
) I i\e recoids aUd reports are kept up to date and conlprete. , . 

( ^) I unds are proV4dcVl lor thCMrav el expenses of the teao'KT-coordni*at()r, " - . , 

.( mVpaftmenl ol^l'ducatum stall Ifetp in the civitnuied deveropment of work etbicatiort ' ^ 

PaitH / ' • . - ' ♦ • . * . 

SjAI I Mt.MBLRS , • . ' 

( )* I he f^ichewci)orcliira(orMnects n^lnlnlum reci'uirements. _ ^ * . • ' 

I ) I he teacher-coordiiiator« maintains membership in at least, one local civic oriani/ation su^-h as tht; 

Cham her olX*)jnmerce of a luncheon club. » a. ' 
i ) I he teadicr-cwvfdinator is considcFcd a w^'ell-infonned. professional teacHier bv tlie.commumtN. 



(Cont'd) ■ ' ■ / ^ . ; - 

X. ' ■■■ * * ^ ■ 

(«• ) The teacher-coordinator participates in conferences, workshops, in-service programs, professional 
organi/^ations. and other activities contributing to professional growth. . / 
♦.( ) The teacher-coordinator serves as advisor to the student club program." ' 

( ) The teacher-coordinator plar\ and carried out research resulting in t'he constant imprbvemcnt of 
work education. - • - ' 

.1 ) The teachcr-coordiitiitor is respected by the students and faculty.. • 

Fart III ^ ' J 

^^SLiPPORTOi- IHlv^CliOOL . , . 

ft • • 

( ) Vocational education is accepted and acknoxvledoed as a desirable and essential function of the 
school. ^ , 

' ( ) flic proiirani is iKvejited as an integral part of jlie total school curriculum, 

V ( • ) Hie school administrators. take an active and interested, part in the operation and evaluation of 
X» work education. . < » 

( ) leachers and other sia If "mem hers coopcra(e with 4he teacher^coordinaior in the operation of work 
education. . * , ' 

( ) A hudiiet is provided for the purcha.se of instructional materials and equipment. 
( ) Assignment of buildinii space "and facilities is suflicient to carr> on work editcaiion. ' ' ' 
•( ) Scliool administrators check .with eniplo>er representatives. fa^ultN members, commbnitv urouns ' - 
V aiTd students relativeao the ellectivenjcss of work education! " ' 

I ) The school admrnfstration and the teacher-coordinator use the services of the provincial department 
in e\7iluatron and in improvin<i work education. , 

' - ^ • * IN • -y, 

Pan IV • -- J o ' . 

shij:Ction.and(;uidan(l-ofstldi:ntS' , ' " 

( ' ) Prospective students are given a clear untlerstanding /the purposes and n.Hure of work education 
before they arc enrolled- " • * Y 

( ) Experienced couns^elors help each studcTit -in dettfrmininji his- aptitude, interest, and abiliiv profit 

* trom work education. . ' \ -^N-T^ ' ? 

i ) The teacher-coordii^ator arranges for the collection of oecupaUu^lJnforfnatlott regarding occupations. 
( ) Minimum age. grade, and other standards have been developed 'and n^ust be met bv student.s before 

they enroll in work education: " - • , 

- ( )» Students mav enroll in vvork education and also meet graduatioarOciuircn)ent.s. * 

' i )1 he tcachcr.coordin:Tmr-dei;LTmines IheTinal'^ .stu JeiTts \Vho luTfcc^ni nieiTdeTllor:^ 

*' education. *' . ^ • - >, • 

( ) A ctimulauve record is kept on each student/^ 

^ Scfio^^^^ individual conferences are held^iilr each* student concerning hi.s general progress m the 

r i ) Provision IS made for parents to contact the teacher-coordinajprvyhenned^^^ 

( ) Detinue provision is.macle for checking on each studentV progress in .school, ^, ' 11 
( ) f ormer students are followed up to find how additional agistments can be 9>ade in,work.<:ducation 

, J^^rtV ^ _ - \ V . . ' ^. y ^ \ - \ 

PLACHMLNT OF SXyDFIJ^TS IN TRAINING SW , . 

( ) AwrittenstatementhasbL^^nprepafedoiHlining|hecrite^^ * ^ 

' ( HWhe teacher-coordmaior coiitaeis employers and sets up tramin« stations for all students in^^thc ^ 
^K'*^*^^-- ^ \ • a *■ • ' " . • • • , • ' - " 

ir ) F.mployers"provide traiiling stations throughout tht ehtire school >ear rather ttian^for lust Seasonal - * ^ 

* employment.. / . • \ * ^ ^ 

( ) Training agreementVand training plans\irv*ckawn qp by'the.empk)jm, teacher.coorilmator.s.^studcnts . 

* and parents. * , ' ^ * ^ . . _ ' • y- ' / 

( ) 'Students who alrcadv^Jiave pari-time ix)bs are admitted to^.work education aftec the ^raininc siinim, " 

IS apprc^^edbv the teacher-coordinator. • ' ' • . 

* . . ^ ' - . • ^ * \ ^ 

( ^ Tlie tcacher-i;oord^ator*chccks c()nditions Under ssliich^ludenthivork to^ee thafthcv are in accord-. • ' 

• ■ ance With prosincial child lalnuirlauffi ' ■ , • ' ' 

■ . tir • - 135 • 

• - V . ^ Bb-- ^ A. ^ • 



•j(C6nfd) •• ^ ' ' ' ' • ' , ' . . ■ 

(. ) 'Training stations may provide an- opportunity for ruil-tin\c employment after students complete 
school. : ^ • ■ ■ ^ r 

< , " * » ''' 

. ( ) Instruction in ImwUKipply for a joB is gi before students arc referred to prospective employers. 
r J Befrrre ^udents are. considered permanent members of work cducationwthcy must be accepted for 
fr employment m a trainiija station, i ^ . 

( ) Framing sponsors are appointed by employers for each student. ^ ^ ' 

( ) Students are rotated and given a vanetv of training station learning experiences. 

( ) Fnipkners and training sponsors are informed of t^ie progress made by students m their school 

^ ^ M™on"^ T^^n^^^rs make periodical ratings\md reports on each student's progress ^at the training 

( ) The teacher-coofdinator assists training: sponsorj<''in evaluating the training station progress o^students. • 
( ) 1 he teacher-coordinator develops new training stations continuously. ^ ^ 

Part VI / \, , 3. 

COORDINATION AND PUBLIC RKLAXLONS . ' \ 

( ) The teacher-coordinator observes all siudcnts at their training stations a miniwum of once%ach 
. month or Week. s //' V - 



< ) The teacher-coordiiiator plans his coordination time, and develof/a schedule which is followed 
. to a reasonable extent. 

( ) Coordination time is used onl\ for coordinatij!)n purposes. 

( ) Co(>rdinatK>n calls are made b\ the teacher-coordinator to the empkners of stfets at least once 
* a Qionth. , . • 

•( ) Labour union rec|uirements are followed in the placement and training of students. 
( >) ;i he teachcr-coordinirtor uses the information from coordination activities to help in adiustmii prob- 
lems that arise relative to work education. ' s ^ ' 

( ) Reports 5f coordination activities are kept. ! - - ' 

( ) The teacher^oordinator has publicized work c\kication amCJng various community orfiamzations 
and educational groups. •* ' • * ^ ^ 

( ) Work cducanon is publicized periodiciijiv in community and school newspaper. 

X ) The teacher-coordinator has a mailing lis| of all interested .persons who receive mfornuKion^on 
work education activities and progress. , - ^ ' * ^' 

<_ L_^\liMii_dents3\ho^are.eligible e^ ^ithwor4<^educati6nr 



( )>SludenLs appear before»communit> groups and help in the development of public relations for 
\W)rk education. ^ . • ^ . ' 

f ) TIk» students sponsor joint empl!))erremplo)ee dinners and other such activitic^.' ' 

' ( ) Parent groups hme been acquainted with work education. ' . ' " ^ ^ 

( ) Th^: teacher^coordinatOr is ccfnscious./^f the value of- publicity at, all times and n?akcs aft cffoct 

to kee[/ the school. ;|nd community informed of the progress of work ediicati'o'n. ^ ♦ - » 



Part VII 



\ 

5 



;CWRR!ri^LUM dRGAHlZATION AND INSTRUCTION, . ^ j , • 

C ) AVelatcdinstruttioifdass has been designed for students eniering work edutati^^ ' 
( ) The iostructibnyl tonf/'nt is correlate^ whenever 'possible with the tndning station experiences^f 

'( ) The tcadier-twrdinator eithi.'l- teaclies or helps pian otlicr cSurics Vhith are delated to 'the student 
■\ '"^AK' •• - • ^ U , * ' • ^ 

) Follow-up stuUics of gradirjtes are used to guide curnculiifli.re^ ' , , i 

' ■ ^ worS.'^'''^ ''^"'''*'"^'^""'""! ^«-""'''"ycd'in the .cla.ssroon^' are comparable with those of beginning 'N^ 

( ) Instruetion isprovided lo each student related to his specific job and career objective. 

( ) Ad^miate records or student Rrog/^s ,are av ailable. and the> are i/ted in developinj: the IVstructional 
progRun. . • . , , ■ • . ; 



) AuUiJand visual>rids -are used whenever stich techniques \yH make the'activities more mcannmful 
'to^dents/ _ . • \ 1^ . ' c 

) Opportunity is providtfd for fieid trips. / -f ' ' \ 

J^udents are encouraged to and do contribute instructional m'aterials. information, and other a^ds. 
) The teWher<oordinatorperio?lically evaluates the chissroom instruction. • ' ' ' 

) Students participate in the cvahiation of their own achievement. 
) Resources of the community are used. ' . - 

Part Vlll ' ^ • 

CLASSROOM FACILITILS AND LIBRARY " 1 

) The chissropms are of .sufhcicmt size to meet instructional needs. ^ 
) The classroom is equipped with properl^quipment needed for the t>pc of in.struction being provided. 

'^^ro^^ni has^idcquatcj>hrcfcR^ard and bulletin boariKspace. * ' " 

) Storage facihtics arcsProydyjlbr materiaLs and supplies. 

) Suitable otlice space isV(K;ide^^ the teacher-coordinator for couns^-ling purpo.se.s. 
) Thei;<X)m i.s cciuippcd w\h byok vhclving and tiles, o 
) All cqaipment is maint^ed in gcH)d working condition. 

) Textbooks are availabte for reference; in (jfie classroom co\ ering the malerials;|ieeded by each student.^ 
) A good sy^eni of cataloguing and filing^r mMructional materials ha,s been dexLlopcd'and is used. 
) Instructional materials are L'onsinnilv Lelht^nn to>el:Ue. ' ' 



) Instructional materials are constantly U 
) Instructional materials used are contii 



up 



>[isl\ yf^iluated on the basrs of student needs. 



